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                               EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER 

POSITION: Residential Shelter Advocate FLSA STATUS: FT/PT Regular 
DEPARTMENT: Domestic Violence 
SALARY: $DOE/DOQ 
CLASSIFICATION: Non-Exempt 

LOCATION: Minot, Mandaree, ND  
OPENING DATE: 3-31-14 
CLOSING DATE: Open Until Filled 

POSITION SUMMARY: The position reports to the Domestic Violence Director.  The 
Residential Shelter Advocate oversees the shelter facility in a manner that is consistent 
with its values, policies and procedures, and participates with a comprehensive range of 
services including counseling, advocacy, intervention, and support to meet the needs of 
victims and their families. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
1. Supervise shelter activities to ensure safety of residents. 
2. Assure cleanliness, sanitation, and upkeep of facility, performing minor maintenance 

and cleanup duties as necessary or requested. 
3. Maintain strict confidentiality to sensitive information of residents, staff and facility. 
4. Maintain accurate logs, shift reports, and client records, both manually and using 

computer programs. 
5. Answer Crisis call lines and coordinate with on-call advocates.  
6. Provide advocacy and information and referral services to residents. 
7. Facilitate problem solving and provide crisis intervention services to residents as 

necessary. 
8. Perform urinalysis and Breathalyzer testing of residents as needed. 
9. Coordinate with agency staff to ensure consistent delivery of services. 
10. Supervise resident chore assignments and their completion. 
11. Attend Staff meetings and trainings as required. 
12. Responding to requests from residents. 
13. Assisting with bed utilization by helping with room preparation and cleaning. 
14. Conducting site inspections regularly. 
15. Meet regularly w/team. 
16. Sorting and organizing donations of food, clothing, etc. 
17. Assisting with intake procedures as needed. 
18. Distributing household supplies. 
19. Crisis intervention, mediate between residents when necessary. 
20. Childcare as needed. 
21. And other duties as assigned. 
NOTE:  The duties listed are not intended to be all-inclusive.  Duties assigned any 
individual employee are at the discretion of the appointing authority. 
 
SUPERVISORY REQUIREMENTS: 

 Supervise volunteers in assisting shelter staff and residents only. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
Knowledge 
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 Knowing and following policies and procedures with regard to building safety. 

 Knowing and following procedures in emergency situations. 

 Knowledge of services available to low-income and homeless persons on Fort 
Berthold reservation, and other agencies. 

  
Skills 

 Demonstrate effective communication skills by conveying necessary information 
accurately, listening effectively and asking questions when clarification is needed. 

 Written and verbal communication skills. Good computer skills. 

 Organization skills and attention to detail and accuracy. 

 Problem solving skills. 

 Must be a team player. 
Abilities 

 Ability to perform CPR for fifteen minutes continuously. 

 Ability to relate to individuals from various backgrounds and situations in a respectful 
and professional manner. 

 Ability to appropriately assess a situation and take corrective action as necessary. 

 Professionalism, punctuality, and dependability; a desire for challenge. 

 Ability to work efficiently and accurately in an atmosphere where there may be 
frequent interruptions. 

 Demonstrated ability to work independently. 

 Ability to coordinate and organize work. 

 Ability to give, to receive, and to analyze information. 

 Ability to manage multiple tasks simultaneously. 

 Ability to provide crisis intervention and to follow procedure in crisis situations. 

 Ability to use web-based data collection program. 
 
MINIMUM QUALIFICATIONS AND EDUCATION: 

 High School diploma and two years’ experience working in residential facilities or 
relevant experience. REQUIRED. 

 Associate’s degree in related field or one year experience in social services 
PREFERRED. Experience working with homeless/low-income population helpful. 

 The right individual for this position has a passion for helping others, is 
nonjudgmental, and is able to deal with difficult situations in position and 
constructive ways. 

 Understanding of the issues surrounding homelessness, chemical dependency, 
domestic violence and sexual assault. 

 Obtain CPR, First Aid. 
 
WORKING CONDITIONS: 

 The work is performed in a residential setting.  The work is properly lite up, heated, 
and ventilated. 

 Hearing and vision adequate for interaction with residents, and for telephone work. 
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 Requires some walking, standing, bending, sitting, reaching, stooping, pulling, and 
carrying of light items. 

 Represent the organization professionally at all times. 

 Provide positive relations with clients, volunteers, co-workers, staff from other 
agencies, agency funders, and the general public. 

 Be tested for TB within 2 weeks of hire and be retested at least annually thereafter 
throughout employment. 

 Will be required to drive to various locations. 

 Some shift work is required. 
 
 
Note:  The statements herein are intended to describe the general nature and level of work being 
performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and 
skills required of personnel so classified.  Furthermore, they do not establish a contract for employment 
and are subject to change at the discretion of the employer. 
 
Preference will be given to bona fide American Indian applicants in accordance with TAT policies and 
Federal Indian regulations for such preference.  
 
THE MANDAN, HIDATSA, ARIKARA TRIBES DOES NOT DISCRIMINATE ON THE BASIS OF RACE, 
COLOR, NATIONAL ORIGIN, SEX, RELIGIOUS PREFERENCE, AGE, HANDICAP, MARITAL 
STATUS, POLITICAL PREFERENCE, GENETICS OR MEMBERSHIP OR NON-MEMBERSHIP IN AN 
EMPLOYEE ORGANIZATION, EXCEPT AS ALLOWED BY THE INDIAN PREFERENCE PROVISION 
OF THE CIVIL RIGHTS ACT OF 1964, AS AMENDED AND NORTH DAKOTA HUMAN RIGHTS ACT. 

PERSONS OF INDIAN ANCESTRY WHO ARE AT LEAST 1/4 DEGREE AND WISH TO CLAIM INDIAN 
PREFERENCE SHOULD SUBMIT A COPY OF THEIR TRIBAL ENROLLMENT CERTIFICATE 
INDICATING THEIR DEGREE OF INDIAN BLOOD AND AGENCY ENROLLED. 

All interested persons must submit the following information: 
    * TAT Application  

 * Copies of  
-Diplomas/Certificates and Transcripts  

    -Drivers License & Social Security Card 
    -Indian or Veteran Preference documents (If applicable) 

 

 

 

Submit all necessary information to the following addresses: 
 

Three Affiliated Tribes/MHA Nation 
Human Resource Department 

404 Frontage Road 
New Town, ND  58763 

Ph# 701-627-4781 
Fax# 701-627-2960 

 

Job Services of North Dakota 
P.O. Box 477 

New Town, ND  58763 
Ph# 701-627-4390 


