
 

 

 

Residential Services Administrator 

Position Summary 
The Residential Services Administrator reports to Visions and Pathways’ Assistant Director of 

Residential Services. Primary duties of the Residential Services Administrator are to train residential 

staff, help to ensure shift coverage, and supervise and coordinate the shift activities in Visions and 

Pathways’ shelters and group homes. 

 
Essential Duties and Responsibilities 

• Working with the Director and Assistant Director serve as a point of contact for emergencies 
and on-call, and staffing issues. 

o Be able to make decisions and take responsibility. 

• Be available and present at Visions and Pathways’ locations on a regular basis. 

• Be knowledgeable of, and implement licensing standards and requirements, and Visions and 
Pathways’ policies and procedures. 

• Be involved in staff recruitment, hiring and retention. 

• Help conduct initial screening of Residential Advisor (RA) applications. 

• Help train newly hired RAs. 

o Help ensure that RAs participate in required training 
o Be on-going resource and mentor staff. 

• Supervise and coordinate activities of RAs. 

• Help ensure that all RAs receive performance evaluations. 

o Help ensure that all RAs personnel records are up to date. 

• Monitor all houses during shift. 

• Ensure proper staffing, ample inventory of food/personal hygiene products, facility cleanliness, 
and report maintenance needs in a timely manner. 

• Help ensure all facilities have an ample supply of all required forms/documents available. Print 
and resupply as needed. 

• Ensure logs and required documentation are complete and signed. 

• Attend monthly staff meetings. 

o Help plan and lead monthly staff meetings. 

• Responsible for communicating information to RAs. 

• Oversee and confirm the documentation of life skills taught to residents. 
o Coordinate with other departments to ensure participation in life skills workshops and 

similar activities. 

• Help ensure that residents receive transportation assistance and transport residents as 
needed. 

• Coordinate activities and participation with Wellness staff (mentoring, arts, fitness, faith-based 
activities, etc.). 

• Serve as a positive role model for staff and residents. 

• Demonstrate competence and adaptability when engaging with individuals from diverse racial, 
gender, sexual orientation/identity, and cultural backgrounds. 

• Work effectively and efficiently with interns and all volunteers, as appropriate. 

Education and Experience 
Bachelor’s degree in social work, psychology or related discipline are preferred. Three years’ 
supervisory experience and minimum two years’ applicable experience working with adolescents 
required. Valid driver’s license and minimum three years’ driving experience. Bilingual: English/Spanish 
a plus. 
 
Compensation 
This is a full-time, salary position range $45,000 - $50,000. 
 
 

Equal Opportunity Employer 
We value the strength provided by a diversity of background and perspective. 

 
For consideration, please send cover letter and resume to: 

jobs@visionsandpathways.org 

mailto:jobs@visionsandpathways.org

