
 
 

Weekend/PRN House Manager 
Position Description and Responsibilities 

 
Position:  Weekend/PRN House Manager 
 
Reports to: Program Director  
 
Position Type: Part-time, Nonexempt 
 
About Catherine’s House:  
Catherine’s House is a 501(c)(3) organization. Our mission of mercy is to love and empower women and 
children who are homeless by providing them with safe, transitional housing as well as supportive 
programs and services that help them build self-sufficiency. Catherine’s House was founded in 1992 as a 
ministry of the Sisters of Mercy, and is located in Belmont, NC. You can learn more about Catherine’s 
House at www.catherineshouseinc.org.  
 
Qualifications:  Minimum High School Diploma or equivalent education.  Preference will be given to 
those with experience in the human services field. Background check required. Ability to climb stairs. 
Must be able to lift, carry, push, pull or move objects (up to 20lbs.) when needed. 
  
Skills:  Strong interpersonal and communication skills and sound decision-making capabilities; ability to 
read and comprehend instructions, short correspondence and memos; non-judgmental attitude and 
ability to work well with individuals of different cultures, ethnicities and socio-economic backgrounds; 
able to multi-task and manage stressful situations appropriately.  
 
Position Summary: Weekend/PRN House Managers are responsible for ensuring the smooth and 
efficient operation of the program and activities for the residents of Catherine’s House. This position 
reports directly to the Program Director and works closely with the Daytime, Evening and Night House 
Managers. Above all, the Weekend/PRN House Manager(s) must: 
 

1. Be committed to the philosophies and values of the Sisters of Mercy and the Catherine’s House, 
Inc. 

2. Be comfortable with and respond positively to the diverse residents served by Catherine’s House. 
3. Maintain standards of confidentiality within and outside of Catherine’s House and always assume 

a professional relationship in dealings with residents and program constituents. 
4. Be flexible in order to meet the changing needs of Catherine’s House and the residents who are 

served. 
5. Be willing to work as a team member in the furtherance of the mission of Catherine’s House. 

 
 

http://www.catherineshouseinc.org/


Major Duties & Responsibilities: Position duties and responsibilities include, but are not limited to: 
 

1. Arrive promptly for start times.  Complete all shifts and be present and accounted for at all times 
on Catherine’s House premises unless previously approved by your supervisor.   

2. Be available to work as back-up coverage for other night management shifts in the event of staff 
absences.  (Sickness, vacation, emergencies). 

3. Offer recommendations regarding program development, policies and procedures for the 
efficient operation of the house. 

4. Adhere to all staff expectations and enforce rules for residents as outlined in both the program 
manual and the attached document titled night/weekend staff responsibilities. 

5. Supervise general activities of residents and volunteers. 
6. Be available to meet with residents to address questions and concerns.  Any issues related to 

case management or therapy need to be referred to the Case Manager or the Program Director.  
Managers may provide information listed in the referral resource guide, but are not to provide 
counseling services to the residents.  The on-call person is available to provide 24/7 backup 
assistance to managers as needed in an emergency. 

7. When requested, coordinate admission and discharge process related to physical movement of 
resident belongings, reviewing house rules, providing needed items and completing room 
inventory/inspection when leaving the program.  

8. Perform hourly rounds of the building to assess safety issues and log any concerns, incidents or 
needed repairs in the logbook. 

9. Document all significant activity that occurs during the shift in the staff log book.  Complete 
incident reports as needed. 

10. Participate in shift change meetings at the beginning and the end of each shift with other staff 
for the purposes of discussing noteworthy events, review paperwork and cover any items 
needing supervisory attention. 

11. Secure the building at the beginning and end of shifts and during rounds (check doors and 
windows, set security alarms, open and lock community doors at their scheduled times) 

12. Conduct and document regular fire drills. 
13. Keep accurate records of all donations and/or contributions received. 
14. Perform other related and assigned duties as necessary. 

 
 

The above statements are intended to describe the general nature and level of work being performed by 
the individual(s) assigned this job classification. They are not to be interpreted as an all-inclusive list of all 

duties, skills, and responsibilities for this position. 
 

To apply, please send a cover letter and resume with the subject line: CH Development Director to: 
humanresources@catherineshouseinc.org 

 
Catherine’s House is an Equal Opportunity Employer committed to inclusive hiring and dedicated to 

diversity in its work and staff. Employment decisions at Catherine’s House are made without regard to 
race, religion, gender, sex, national origin, disability status, age, sexual orientation, veteran status, or 

any other characteristic protected by applicable state or federal law. Catherine’s House encourages all 
qualified candidates to apply. No phone calls please. Note that only those candidates invited for 

screening will be contacted. 


