
Community Works, Inc.  

JOB DESCRIPTION 
 

Position Title:   Project Dove Manager 

Department:   Victim Services 

Supervisor:   Director of Victim Services 

Status:   Exempt     Not Exempt 

Effective Date:    

 

The following statements are intended to describe the general nature and level of work being performed.  They are 

not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of employees so 

classified. 

 

POSITION SUMMARY:  Oversee and ensure services to clients, provide leadership and training to the Project 

Dove team, various reports and accurate records.    

 

QUALIFICATIONS: 

 Bachelor’s degree in Psychology, Social Work, Women’s Studies or related field required. 

 Two years’ experience in direct social services required, preferably in a crisis-oriented or residential setting.   

 Previous supervisory experience required. 

 If you are required to drive a Community Works vehicle for your position:  you must have a good driving 

record and a valid driver’s license. 

 If you are required to drive your personal vehicle for agency business more than 3 times an average month for 

your position:  you must have a good driving record, a valid driver’s license, and personal auto insurance with 

required personal liability minimum as mandated by Community Works insurance carrier.  (Current personal 

liability amounts for Bodily Injury are $100,000 each person, $300,000 each occurrence). 

 Must have CPR and First Aid certification. 

 Must successfully pass a Background and Abuse Check. 

 

SKILLS AND ABILITIES: 

 Ability to handle confidential information concerning the Agency, clients, and program organizational plans, 

policies, and strategies with an understanding that such information will not be disclosed within the Agency, or 

outside of the Agency. 

 Must be culturally competent and sensitive. 

 Ability to analyze situations assessing needs and anticipating requirements on a global scale. 

 Ability to empower others to solve their own problems. 

 Ability to establish a respectful relationship with clients to help them gain skills and confidence. 

 Ability to work collaboratively with other personnel or professionals. 

 Capacity to maintain a helping role and to intervene appropriately to meet service goals. 

 Ability to set and maintain limits. 

 Able to work in a high stress environment with children and adults of diverse populations. 

 Good written and verbal skills. 

 Comprehensive understanding of domestic violence, oppression and related issues. 

 Good organizational and time management skills. 

 Good interpersonal skills and conflict resolution skills. 

 Ability to function with minimal supervision, take initiative and act creatively. 

 Ability to deal effectively with crisis situations. 

 Strong public speaking skills helpful. 

 Willingness to receive phone calls at home and adjust work schedule to fit needs of organization. 

 Ability to recognize and value differences related to culture, age and personal experience with team members 

and clients. 

 Ability to establish and maintain frequent positive communication with team members, share information 

willingly, accept and provide feedback in a supportive, non-judgmental manner. 



 Ability to respect and value work styles that differ from our own. 

 Familiarity with grants, grant requirements, grant reporting and the importance of timely responses to these 

requirements. 

 Oversee Project Dove: Write and monitor grants (including site visits by funders), write progress reports, write 

and monitor budgets, hire and supervise facilitators, coordinate field trips, act as liaison for school district(s).  

 Exercise patience, understanding and compassion in dealing with clients, co-workers and community 

members. 

 Knowledgeable about the legal and civil rights relevant to serving victims of domestic violence. 

 Minimize interference of personal and work-related problems. 

 Ability to collaborate with law enforcement, school districts, communities at large. 

 Ability to work amicably with diverse agencies. 

 Ability to provide high-quality domestic violence trainings.  

 

ESSENTIAL FUNCTIONS:  (The essential functions below include tasks that are integral to job performance and 

fundamental to accomplishing the job.)   

 Promote the Agency in a positive manner to fellow employees, to our volunteers, and to people in the 

community. 

 Maintain confidential information concerning the Agency, clients, and program organizational plans, policies 

and strategies with an understanding that such information will not be disclosed within the Agency, or outside 

of the Agency. 

 Encourage teamwork through modeling and cooperative interaction with colleagues, volunteers, community 

partners, and community members. 

 Maintain a positive, professional demeanor. 

 Maintain confidential information concerning the agency, clients, and program organizational plans, policies 

and strategies. 

 Demonstrate flexibility and willingness to adjust responsibilities when necessary. 

 Attend Victim Services trainings regularly. 

 Perform other duties as assigned. 

 

Oversee/Ensure Services to Clients and Consumers: 

 Ensure that service delivery is performed according to the program’s mission, policies and procedures and 

service philosophy. 

 Coordinate staff schedules, ensuring that all staff and groups are filled and back up is available when needed. 

 Position may require transportation of clients. 

 

Human Resources/Staff Supervision: 

 Provide leadership to the team. 

 Provide supervision to team (to include addressing interpersonal barriers and strength in personnel; cultivating 

an individual’s ability to perform a job; empowering those supervised; using criticism in a constructive 

manner; and complying with labor laws). 

 Conduct performance appraisals on a regular basis. 

 Provide in-service training to staff including but not limited to, communication skills, work management skills, 

and conflict management skills. 

 Participate in relevant professional training opportunities for skill enhancement as program funds allow. 

 Develop and maintain a pool of qualified temporary workers. 

 

Program Management: 

 Demonstrates flexibility and willingness to adjust responsibilities in response to unexpected changes in 

workload, emergencies, and/or staffing. 

 Encourage teamwork through modeling and cooperative interaction with colleagues, volunteers, community 

partners, and community members. 

 Monitors program expenditures and see that they adhere to budget guidelines. 

 Supervises accurate client records and observation information. 

 Prepare and submit timely reports, including statistics, financial information, and grant progress reports. 



 Write and research grants. 

 Maintain supportive, collaborative relationship with grant partners. 

 Meet with community partners when needed to facilitate resolution of conflicts. 

 Prepares and presents educational classes to schools and human service agencies, as well as informational 

sessions to community service groups. 

 Represents the Program at community meetings. 

 Promotes positive relationships with community members by returning phone calls in a timely manner, 

honoring different agency missions, and maintaining a professional demeanor. 

 Assist staff in decision-making surrounding emergent situations with Project Dove and its clients. 

 Develop forms as necessary for supervision. 

 Facilitate frequent staff meetings.   

 May require participation in areas of litigation. 

 Meet with Managing Director of Victim Services regularly for supervision 

 

 

Position Name: Project Dove Program Manager 

Department: Project Dove, Victim Services 

Supervisor: Executive Director 

Revision Date:   

FTE: .375   Exempt       Non-Exempt 

Position #:  

Position Open: Until Filled 

Send your cover letter and resume to be considered for this position. 

Please include the position name and position number  

in the subject line of your email and in your cover letter. 

For open positions, check our website at www.community-works.org  

Community Works is an Equal Opportunity Employer 

 


