
NANAIMO FAMILY LIFE ASSOCIATION 

Winter Shelter Manager 

 

Program Description: 

 

The Nanaimo Family Life Association Temporary Winter Shelter is a 26 bed shelter (30 bed during severe 

weather) based at the St. Peters Roman Catholic Church at 301 Machleary street in Nanaimo.  This 

temporary shelter links those experiencing homelessness to a safe sheltering option during the 

inclement winter weather.  The Winter Shelter operates through the winter months opening November 

2022 and closes April 1st 2023.   

 

We are currently seeking a Manager to oversee and manage the daily activities of the Shelter.   

 

Summary of Position: 

 

The Winter Shelter Manager acts as the primary contact in daily and ongoing relations during the 

operation of the Temporary Winter Shelter.  This leadership role will oversee and support a team of 

Support Workers to engage with shelter users, monitor the safety and security of the shelter, and 

provide needed guidance on operational decision making.  This position is responsible for the running 

and management of the shelter during its operational hours. 

 

Under the supervision and in collaboration with the Executive Director this position plays a key role in 

program development, implementation and evaluation strategies and acts as an identified contact for 

other professionals and residents. 

 

Key Duties and Responsibilities: 

 

1. Act as lead worker onsite at the Winter Shelter, providing coordination and direction to both staff 
and shelter users as they access the temporary shelter. 

2. Is responsible for the ordering and securing of shelter provisions, including food stuffs, laundry 
supplies, and janitorial supplies 

3. Provide senior level support to the Winter Shelter Support Workers, providing security checks, and 
responding to events as they arise, including de-escalation of conflict, medical emergencies, and 
other events. 

4. Coordinates documentation as required, including the creation of nightly shelter bed lists, 
maintaining restriction lists, and accompanying documentation of critical incidents. 

5. Onboards oncoming Support Workers 
6. Work in collaboration with other relevant services to support the utilization of shelter beds. 
7. Work with all incoming hires to ensure that appropriate training and orientation is completed. 
8. Ensure the safety of the shelter by participating in safety and wellness checks, and ensuring that all 

safety protocols and procedures are adhered to. 
9. Model professional behaviours, including safe, friendly encouragement; applying communication 

skills, appropriate boundaries and healthy living choices, encouraging and supporting residents to 
live fully and independently as possible.  

10. Oversees staff scheduling and arranging coverage 
11. Attends meetings with for operational updates, budget discussions, and to address all concerns. 



12. Liaisons with the Church staff and clergy to address any issues or concerns that may arise. 
13. Coordinates volunteer efforts to provide support to shelter residents as appropriate 
 
Qualifications:  

 

1. Post-secondary training: mental health certificate, degree in human services, criminology, social 
work, community support worker diploma or a related field and/or an equivalent combination of 
post-secondary education and experience is required.  

2. Team leadership experience is an asset 
3. Combined knowledge and experience about community services that support and assist individuals.  
 

Working Challenges (Occupational Health and Safety) 

 

There can be exposure to adverse environmental working conditions.  These can include verbal and 

physical aggression, which require safety precautions and a calm perspective in approaching the 

situation. This position will also require the navigation of stairs and the ability to lift and a moderate 

amount of lifting and moving of basic household items. There are guidelines and policies in place to 

support the employee in the workplace. 

 

Conditions of Employment 

1. Criminal Records Check (RCMP) 
2. First Aid Certificate – Standard and CPR 
3. HIIFIS training 
4. Successful reference checks 
5. Successful educational verification 
6. Naloxone Training  
7. Knowledge of community resources. 
8. FoodSafe 
9. Managing Hostile Interactions 
10. Some evening and weekend work will be expected. 
 
Must be able to start work by October 21, 2022 
This position starts in November 2022 and goes to April 1, 2023 
$30/hour for a 40 hour work week, a benefits package is available upon start date. 
 
If you are interested in applying for this position, please send your cover letter and resume to 

communications@nflabc.org by October 7, 2023.  No phone calls please. 

NFLA is an equal opportunity employer and celebrates diversity and are committed to creating an 

inclusive environment for all employees. 
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