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Transitions of PA 
Job Description 

 
Position:  Northumberland County Safe House Manager 
Supervisor:  Residential Services Coordinator 
Classification: Non-exempt 
 
Summary 
The Northumberland County Safe House Manager provides direct services to primary and secondary child, 
adolescent and adult victims and survivors in the safe house. This position requires providing counseling, on a 
one-to-one basis through group facilitation, or via the hotline, to empower individuals and to strengthen 
families.  The Northumberland County Safe House Manager oversees the maintenance of the safe house facility 
in Northumberland County. Position requires participation in the on-call schedule and requires a great deal of 
local travel.  Responsibilities require the exercise of independent judgment, technical knowledge of the specific 
area of assignment and of overall agency activities. The Northumberland County Safe House Manager is a 
mandated reporter of suspected child abuse as defined by PA Child Protective Services Law. This position is 
full-time with primarily daytime hours, but may include some evenings and weekends.  

Responsibilities 

1. Promote interpersonal interactions and provide ongoing support for safe house guests. 
2. Admit victims of domestic violence and sexual assault to the safe house or hotels, following established 

intake procedures. 
3. Provide options and resources to safe house guests to encourage economic empowerment. 
4. Provide assistance to safe house guests with issues surrounding housing, assistance, employment, 

education and transportation. 
5. Explain and enforce agency safe house guidelines and policies. 
6. Facilitate support/educational groups for safe house guests. 
7. Assist vacating safe house clients to acquire necessary provisions for independent living. 
8. Keep inventory and maintain supplies, including food staples and other donated items, and oversee 

housekeeping in safe house. 
9. Collaborate with Union County Safe House Manager to inventory, sort, store, and distribute donated 

items to clients. 
10. Oversee upkeep of safe house facility by scheduling and documenting repairs and maintenance as 

required. 
11. Conduct monthly fire drills and keep necessary logs. 
12. Oversee the upkeep of grounds and agency vehicle. 
13. Provide one-to-one empowerment counseling and group facilitation for clients, as assigned. 
14. Respond effectively to hotline calls. 
15. Collaborate with staff members about service provision and establishment of related policies and 

procedures. 
16. Complete and maintain required documentation, both in Efforts to Outcome (ETO) software and paper 

files.  
17. Attend staff meetings and in-service training. 
18. Participate in the on-call rotation. 
19. Perform other related duties as assigned as allowable by funders. 
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Qualifications 
1. Bachelor’s degree preferred, but will consider Associate Degree with one year of experience working 

with victims of domestic violence, sexual assault or other serious crimes or High School Diploma with 
minimum of 3 years of experience working with victims.  

2. Must be knowledgeable of domestic violence, sexual assault, human trafficking, and other serious 
crimes and their impact on victims. 

3. Must possess excellent communication skills and be computer literate. 
4. Must have demonstrated ability to counsel individuals in crisis and be skilled in support group 

facilitation. 
5. Must be familiar with community resources and knowledgeable about options available to victims and 

survivors of domestic violence and sexual assault. 
6. Upon hire, must complete 80-hour Transitions Domestic Violence/Sexual Assault Counselor Training. 
7. Must have a valid driver’s license, reliable vehicle, and adequate motor vehicle insurance. 
8. Must have Act 34, Act 114, and Act 151 clearances.  

 
 

______________________________   _______________ 
Staff Signature      Date 

 
 

______________________________   _______________ 
Supervisor’s Signature     Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
THIS IS NOT AN EMPLOYMENT CONTRACT. MANAGEMENT HAS THE RIGHT TO CHANGE 
DUTIES, RESPONSIBILITIES, AND WORK SCHEDULES AS NEEDED. 


