
North Parish Housing Ministry

PROGRAM DIRECTOR - 2017
This is the “Chairman and Chief Executive Officer [CEO]” for NPHM – This position is the ‘face’ of NPHM to clients, local churches, churches ‘from away,’ paid and volunteer staff, local agencies, contiguous housing ministries [UMEM & EPHM], vendors & suppliers – in a word – the “Champion” for the Housing Ministry.
Job Duties:

1. Recruit and chair a ‘NPHM Council’ to assist in setting policy and provide oversight and guidance to the operations of the housing program throughout the year. Generally, the Council would meet at least twice a year: to start the program year [April] and to close out the year and adjust program elements as needed [September-October time frame].  The Council should consist of volunteer staff members, local church and visiting church representatives, and paid staff as non-voting but essential members.
2. Plan for the timely distribution of Client Application forms to the various churches, social service agencies, food pantries and news outlets [print, radio, internet, etc.].

3. Hire & supervise the paid staff – in any year this will include:

a. An overall Operations Manager – the Chief Operating Officer [COO] for NPHM.

b. A Logistics Manager – a.k.a. – truck driver – who will report to the COO. 
c. Administrative support – either as a paid position or staffed by volunteers – or a combination of these.
d. There may also be some casual laborers needed from time to time, as well as short term hires of carpenters to work with work teams. These will be ‘hired’ on the advice of the Operations Manager.  
4. Approve all time reporting and reimbursements of expenditures & mileage for the Operations Manager and Administrative Support positions.

5. Working with the COO, seek volunteers from MATE, FAEM, other local churches and visiting churches as gofers [getting materials], to supervise/train work groups or specific jobs, and some administrative support functions.
6. Maintain regular contacts with the visiting work group church pastors and mission leaders, and every 2 or 3 years arrange to visit each church.
7. Arrange for hosting the work teams at Sunday Church Service [normally either Fairbanks Church or New Portland]; perform commissioning service. Actively work with the church pastors to arrange for “pulpit swaps” – they preach while here in Maine; you visit their church as a reciprocal visit off-season.
8. During the week, visit the work sites and meet with the individual team members as time permits.  This helps to build a bond between the volunteers and our mission work.
9. Working with the NPHM Council, organize and manage all fund-raising activity for the NPHM program, to include:

a. Funds to pay your own salary and expenses to run NPHM [historically, part of Synod funding to MATE for the MATE Director]
b. Funds to pay for all the support services for the program, such as accounting, payroll, office space, equipment and supplies.

c. Funds to maintain NPHM equipment – currently consists of many ladders, 20 lifts [40 end-sections] of scaffolding & metal & wood planks, 2 pickup trucks, 8’ utility trailer, a host of power tools, hand tools and building supplies stored in the basement of the Fairbanks Church, and in a storage house in Temple.  In 2017, this should all be combined at the new “NPHM Headquarters” in the barn at the new Church House property next to the Fairbanks Church.
d. Set the team fee paid by the visiting volunteers [currently $225/person for a 5-day week, or $45/day for weekend volunteers] – this fee pays for the staff to run NPHM, operating expenses and materials for the jobs.

10. Qualify and plan the work projects:
a. Receive and review all applications-confirm receipt of applications and obtain information needed for site visit.

b. Convene meetings of the NPHM Council to review and approve all projects, and periodically assess progress.
c. Coordinate with other housing ministries [EPHM, UMEM, etc.] for applicants who may be better served by them.

11. Coordinate T-shirt and hat inventory – order as necessary.
12. Manage to a budget – the budget is largely dictated by the number of volunteers that come to MAINE each summer – so a strong, ongoing relationship with visiting work teams is an essential part of ‘managing the budget.’
13. Provide update reports to NPHM governing body [NPHM Council] and to the partnering churches that are the ‘heartbeat’ of the housing ministry.
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