City Steps Restoration Gardens Manager

FTE - Exempt
The City Steps Restoration Gardens Manager provides administrative and personnel oversight over the build out, development and management for both the staff and operation of Restoration Gardens.  Reports to the Vice President  of Programs.

Responsibilities:

ADMINISTRATIVE:

· Oversee the recruitment, screening, training, continuing education, supervision and evaluation of Restoration Gardens staff. 
· Sets up policies and procedures and service guidelines in all program areas.
· Assist with Section 8 application, lease up and re-certification activities so as to support smooth processes.
· Act as main point of contact for building and operations issues (maintenance, risk management, supply orders)

· Provide annual strategic planning and outcome measurement goal setting for  Program

· Ensures proper documentation of program notes, outcomes, case files and Incident Reports. Provide programmatic reports as needed.

· Track budget expenditures, programmatically and personnel—goal within 10% budget projection.

· Provide on call support to staff and interns
· Make recommendations for future needs of the program, based on resident needs, and providing possible solutions.
· Any other duties as assigned by Executive Vice President of Programs

EXTERNAL RELATIONSHIPS

· Develop and maintain good relationship with community referral sources

· Develop/ maintain university training relationships

· Assure the proper set-up of agency’s MOUs with partner agencies, whenever goods or services are being shared or exchanged.

EXEMPLARAY PERFORMANCE:
· Takes initiative with positive suggestions, volunteers on new projects.
· Brings new resources to AIRS/City Steps, (with funding attached), or suggests cost saving measures.

· Demonstrates leadership with City Steps Programming.  Examples include: devising and and carrying out new service initiative that increase resident satisfaction, reorganization of staff functions that create efficiencies or increase staff satisfaction

· Seeks out and attends continuing education opportunities that increase skill level (24 hours/annually)
· Personnel evaluations are timely and complete (100%).
Qualifications:

1. MSW or MA in a Clinical field, plus a minimum of 2 years experience in work with urban youth populations.  

2. LCSW-C or LCPC, State of Maryland preferred
3. Personnel and budget management experience minimum of 5 years required.

4. Experience with supportive housing programs strongly preferred.
5. Position requires excellent organizational and management skills.  

*Applicants are subject to Criminal Background Check and Drug Screen. TB Check upon job offer.
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