
POSITION TITLE: Men’s Program Coordinator 
INCUMBENT:   
REPORTS TO:  Housing Director 
DATE:   July 1, 2020 
 
ASSOC. BRANCH: Gilchrist Center at Downtown YMCA 
DEPARTMENT:  Baltimore Avenue Apartments 
 
GENERAL FUNCTION: 
The Men’s Program Coordinator is responsible to ensure that the 28 men’s housing units at the Baltimore Avenue 
Apartments are occupied, rent is collected, and mandated paperwork and activities are completed according to 
funder guidelines.  The Housing Coordinator assists the residents to live in a healthy, safe manner, by helping them 
develop goal plans and then guide them to live by those plans while they strive to achieve self-sufficiency and 
improve their lives. 
 
EDUCATION & PERSONAL: 
A two-year associate’s degree in a related field is required, with a bachelor’s degree preferred.  The person should 
have at least one year experience in the human services field.  A combination of education and experience can be 
substituted to compensate for this requirement, using every two years of experience to replace each year of college.  
The person should have a comfort level working with lower-income people who are generally recognized to be “in 
need” of support to lead a healthy and safe life.  This person must present a non-judgmental attitude in helping those 
who are in need of the services provided.  A criminal background check, as well as a valid driver’s license and good 
driving record are required. 
 
PRINCIPAL ACTIVITIES: 

1. The Housing Coordinator is the point person who selects the tenants who will live in the men’s units 
according to specific guidelines set forth by the funding agencies.  This includes distribution of the 
application to prospective candidates, interviewing prospective clients, and adhering to the Y-Housing 
standards and process candidates who are selected for admission. 

2. When a tenant has been selected and has completed intake eligibility process, the Men’s Housing 
Coordinator is responsible to complete any additional paperwork on the new resident, provide linens or 
toiletries (if needed), perform move-in room inspection, and provide orientation to building and rules.   

3. Follow established procedures, when necessary, to prepare exit plans, to prepare evictions and appear in 
court for those tenants who are not abiding by house rules or who are delinquent in rent. 

4. Direct involvement in file completion to ensure that participants’ files contain necessary information and are 
up to date for state Service-Linked Housing grant; federal Housing and Urban Development (HUD) grants; 
and also for tax-credit and HOME compliance.   

5. Collection of data for the HMIS system and development or coordination with other staff in the preparation of 
required reports.  

6. Provide case management to the participants in the YMCA’s men’s housing units, and assist with other 
residents, when necessary.  This includes referrals to other agencies or services in the local area, 
coordination of various intervention services, and primary duty of direct case management with all residents 
on the men’s floor. 

7. Perform room inspections and hold community meetings for residents.  Plan activities, and actively work 
with residents to steer them toward obtaining assistance from other agencies, finding employment 
opportunities, securing other sources of income, and providing resources for other needs to improve their 
quest for self-sufficiency. 

8. Maintaining daily case notes on each resident to record interactions, referrals, problems and interventions 
that were involved. 



9. Management of daily chores list, using it as a tool to assist residents in obtaining skills and improving their 
motivation.  May involve planning large or small group activities, or even activities aimed at helping one 
resident at a time.  Activities will be planned to help participants gain skills and to socialize with others in a 
positive setting.  

10. Working in conjunction with other staff in the completion of various required reports and data collection for 
those reports.  

11. Other duties as deemed necessary by supervisor. 
 
JOB REQUIREMENTS: 
 
Ability to guide program participants toward goals through non-judgmental, appropriate support.  In tune to the needs 
of residents, and demonstrated ability to confront and resolve those needs through case management services.  
Demonstrated proficiency in job tasks, i.e., developing action plans and appropriate interventions, is required.  Must 
be available for staff calls and emergencies that may arise after hours or on weekends and respond to all calls in a 
timely or thoughtful manner. 
 
PHYSICAL REQUIREMENTS: 
 

• The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of the job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

• While performing the duties of this job, the employee is often required to:  frequently climb stairs, 
bend, stoop, kneel, twist, reach with hands, sit, stand/walk for an extended period of time, lift 
and/or move up to 50 pounds, talk, hear, and have visual acuity. 

• Ability to handle situations. 
• An ability to work with people of various ethnic, racial and socioeconomic backgrounds. 

 
JOB SEGMENTS: 
Include, but are not limited to: 

1. Oversee file completion to ensure that participants’ files contain necessary information for SLH, HUD 
and tax-credit compliance.   

2. Ascertain that daily case notes of residents’ interactions are being kept current. 
3. Daily delivery of mail to residents. 
4. Ensure that men’s rooms are filled at or close to occupancy levels. 
5. Lead staff person for developing Self-Sufficiency Action Plan for men’s’ SRO residents. 
6. Direct or indirect involvement in linking participants to all appropriate community supports to ensure 

compliance with the action plan.  Develop supports as necessary if community resources do not exist. 
7. Ensure safety of the building and building residents by monitoring and leading building participants in 

safe, health practices.  Included in this task is completing monthly apartment inspections; cooperating 
with monthly fire drills; and delivery of mail. 

8. May be required to serve as a liaison with other agencies, boards and groups. 
9. Work in tandem with other staff members to provide training, meetings and other forms of support to 

ascertain that participants are receiving appropriate services and referrals. 
10. Working as a part of the “housing team” throughout other housing or resident programs as needed. 

 
DISCLAIMER: 
The Cumberland YMCA reserves the right to change this job description as conditions warrant. 
 
 


