
 

 
 
 
 
 
 
 

Job Title Manager of Support Services 

Employer/ Agency The Women’s Home 

Job Description All employees are expected to support the mission of The Women’s Home “to 

help women in crisis regain their self-esteem and dignity, empowering them to 

return to society as productive, self- sufficient individuals”. This is accomplished 

in many practical ways and by expressing in everyday work behavior our core 

values: Dignity – Respect for the worth of every person; Integrity – Honesty, 

justice, consistency and ethical practice in all relationships; Inclusiveness – 

Diversity in those we serve, 

our staff and leadership; Stewardship – Wise use of talents and resources in the 

service of others; and Wholistic Growth – Empowering individuals to adapt 

creatively to changes in life. Through honoring these core values we seek to work 

harmoniously with staff, clients, donors, and the community by maintaining 

emotional control and diplomacy during all interactions and by communicating 

verbally and non-verbally in an articulate and professional manner. 

 

Position Summary: This position is responsible for: 1)Developing and managing 

case management services to help women who are homeless because of mental 

illness and/or substance abuse achieve independent living and helping women and 

their families maintain their housing; 2) Developing and ensuring the 

implementation of vocational services aimed at helping residents, graduates, and 

tenants obtain and sustain employment; 3) Develop and manage aftercare support 

services for graduates of the Montrose Campus;4) provide direct services. 

 

I.            General Responsibilities 

 

A.  Program Administration 

1. Help develop a model of case management and vocational services that is 

based on best practices in the area of treatment/transitional housing for women 

and permanent supportive housing that specializes in women-centered services 

and that utilizes the WholeLifeTM model. 

2. Supervise staff, volunteers and students and provide timely 

feedback/evaluations as     needed.  

3. Ensure that there are curricula for all vocational training and educational 

classes. 

4. Ensure that residents participate in vocational testing. 

5. Help develop and track performance outcomes 

6. Help hire case management and vocational staff 

7. Orient and train staff on the agency’s policies (HR, safety, medical 

records/client files) as well as any licensing standards or best practices 

8. Ensure that staff stays current on community and employment resources. 

9. Review case management and vocational notes in the medical records 

monthly 

10. Attend interdisciplinary meetings on both campuses and management 

meetings. 

11.  Represent the agency at community meetings as assigned.  

B.  Program Development 
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1.   Help identify, develop and maintain partnerships and collaborations that 

facilitate 

client access to a wide range of case management services. 

2.   Develop and maintain relationships with agencies/businesses that will provide 

job training sites and/or employment opportunities. 

3.   Ensure development and provision of aftercare services for program graduates 

4.   Identify tasks/classes that can be performed by volunteers and ensure that 

volunteer information is provided to fund development department 

5.   Participate in the mental health/substance community at large to help identify 

potential program income, collaborations, resources, and unmet needs in the 

community. 

6. Ensure there is a meaningful vocational training program in the Cottage Shop 

and reception desk. 

7. Oversee the scheduling of vocational classes and training related to residents 

and volunteers. 

 

C.  Direct Care Responsibilities 

1.   Provide vocational services/case management as needed  

2.   Carry a small caseload (case management or vocational) 

3.   Assist with crisis/emergency situations as needed 

4.   Assist clients as needed in the absence of their Case Manager or Employment 

Specialist 

5.   Participate in the on-call rotation with other program managers 

 

II.          Other Responsibilities 

1.   Be trained and available to drive the company van as needed 

2.   Oversee planning of quarterly awards banquets 

3.   Attend quarterly awards banquets and holiday party 

4.   Other duties as assigned to ensure optimal client care 

 

Person in this position must be able to sit, stand, bend, stoop and use desktop 

technology for long periods of time. They must be able to lift up to 20 lbs. 

 

Qualifications 1. Master’s Degree in Social Work, Psychology or a related human services 

field-preferred.  (Bachelor’s Degree in Social Work, Psychology or other human 

services field with 7 years case management and 3 years supervisory experience 

will be strongly considered.) 

2. Five years of experience providing case management services and 

vocational services 

3. Three years of supervisory experience 

4. Knowledge of community resources 

5. Knowledge of substance abuse and mental disorders 

6. Experience working on an inter-disciplinary team 

7. Experience working with community collaborations (preferred) 

8. Computer/organizational skills 

9. Valid Texas Driver’s license 

Salary/Hours  DOE and hours are 8am-5pm with occasional evenings (very few 

evenings) 

Employer/Agency The Women’s Home 

 

 

 

 

 



 

Address 811 Westheimer Rd 

 

 

City, State, Zip Houston, TX 77006 

Contact Person Courtney Sapp email: csapp@thewomenshome.org 

Contact Title  

Telephone Number  

Fax Number  

Email Address  

Application Method Email Staci Young: syoung@thewomenshome.org 

Opening Date  

 

To post a job opportunity or if your response to this job posting results in 
successful employment, please email the GCSW Office of Alumni and Career 
Services at mswjobs@central.uh.edu with the hiring details of your new job 

opportunity.  Thank you. 
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