
 

 
C I T Y   O F   T A C O M A 

Planning & Development Services Department 

747 Market St, Rm 345 | Tacoma, WA 98402 

 

PUBLIC 

NOTICE 

 

Date of Notification:            01/16/2018 

Application Received:   11/21/2017    

Application Complete:      01/3/2018 

 

Applicant: Tiegan Tidball, City of Tacoma 

                                747 Market Street, Tacoma, WA 98402 

 
Location: 4818 East Portland Avenue 

Parcel No. 0320221001 

 
Application No.: LU17-0242 

 
Proposal: A temporary use permit (TUP) to allow a Family         

Overnight Shelter to return to the basement of the Bethlehem Baptist 

Church.  A previous TUP was issued for this site in 2016. 

 

Comments Due: 01/30/2018 
 
For further information regarding the proposal, log on to the website at 

tacomapermits.org and select "Public Notices". The case file may be 

viewed in Planning and Development Services, 747 Market Street, Rm 345. 

 

Documents to Evaluate the Proposal: City of Tacoma Comprehensive 

Plan, Tacoma Municipal Code 

 
Studies Requested:   None 

 
Other Required Permits:  Building Permit 

 
Applicable Regulations of the Tacoma Municipal Code: TMC 13.05, 

TMC 13.06, TMC 13.12 

 
 
 

A final decision on the proposal will be made following the comment period. A 

summary of the final decision will be sent to those parties who receive this notice. 

A complete copy of the final decision will be mailed to those parties who request a 

copy or to those who have commented on the project. Appeal provisions will be 

included with both the summary and the complete copy of the final decision. 

 

Staff Contact: Shanta Frantz, Senior Planner, 747 Market St, Room 345, (253) 591-5388, sfrantz@cityoftacoma.org 

 

Environmental Review: Per SEPA, WAC 197-11-800 and TMC Chapter 13.12, the Environmental Official has reviewed this project and determined the project 

is exempt from SEPA provisions. 

To request this information in an alternative format, please contact Planning and Development Services by phone 

                        at (voice) 253-591-5030. TTY or STS users please dial 711 to connect to Washington Relay Services 

mailto:sfrantz@cityoftacoma.org
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City of Tacoma 
Neighborhood and Community 

Services Department 

 

 

Memorandum 

 

 
DATE: November 13, 2017 

TO: Planning and Development Services – Permitting, Land Use, and 
Zoning 

FROM: Tiegan Tidball, Management Analyst II Homelessness & Household 
Stability  

SUBJECT: Land Use Permit – Temporary Shelters 

 
 
Please acknowledge the following provisions for the applications for a Land Use 
Permit, and Temporary Use Permit for Bethlehem Baptist Church (Parcel 
Number 0320221001), which is the host site for Temporary Overflow Family 
Shelter: 
 

 The applications adhere to the Temporary Shelters Code under Tacoma 

Municipal Code (TMC) 13.06.635.B.4.  

 The previous Land Use Permit was approved under File Number: LU16-0119. 

 The approval for LU16-0119 has expired, and the 6-month waiting period has 

passed to allow for a new permitting process.  

 The Temporary Shelter at Bethlehem Baptist Church is the only Temporary 

Shelter currently in the Police Sector 4 in accordance with TMC 13.06.635 

 The new permit is being proposed with the same floor plan as LU16-0119: 

o Temporary Use Permit  – Record Number: PRE17-0585 

o Land Use Permit – Application Number: LU17-0242 

 A modified Operations Plan is submitted with the application.  

 Insurance for Bethlehem Baptist and the City of Tacoma are included in 

accordance with TMC 13.06.635. 

 Each resident shall be pre-screened for warrants and a background check shall 

be completed by the sponsor religious or non-profit organization. No sex 

offenders will be permitted as shelter resident TMC 13.06.635.  

 Parking standards will be designed in accordance with TMC 13.06.510.  

 The City of Tacoma is striving for a more permanent housing solution for families 

experiencing homelessness. Collaborating with religious organizations and 

service providers will provide support and assistance to families experiencing 

homeless to help resolve their episode of homelessness.  
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The City of Tacoma seeks to operate a Temporary Family Overnight Shelter from February 1, 2018 – 

December 31, 2018 using churches in Tacoma. 

 

Target Population 

 Tacoma families with children experiencing homelessness  

 

Hours of Operation 

 

Every day, 6:00 pm – 7:00 am 

 6:00 pm – 6:30 pm Staff Set-Up, dinner served  

 6:30 pm – 9:00 pm  Doors Open, Families Check in, Case Management  

 8:00 pm – 10:00 pm  Basic Needs (Snack, Drink, Hygiene) 

 10:00pm – 6:00 am Lights Out  

 6:00 am – 7:00 am Families Depart 

               

Staff/Family Ratio (Dependent on Size of families) 

 Two Staff per 10 families  

 Up to 40 beds   

 On-site staff will include:  1 Shelter Specialist per night 

 

Admittance to Shelter 

 Admittance to church will be conducted by calling The Salvation Army 

 Individuals seeking shelter once capacity is reached will be referred to other area shelters.   

 Staff will conduct homeless verification at intake. 

 

Security 

 Security will be provided by the Shelter Specialist on duty.   

 Patrols of the building will include the interior of the church and the designated smoking area    

 Participants will be prohibited from loitering within a one-block radius from the church.    

 

Janitorial Services 

 The staff on duty will clean up after dinner meals, fold up all mats and/or cots, and keep area free 

from debris. 

 Additional janitorial services will be provided by the facility, at their own expense. 

 

Food/Meals 

 All food will be provided by the Operator.    

 

Emergency Evacuation 
  

 In the case of an emergency, all staff and families will follow the evacuation route predetermined 

by the facility.  

 Staff will receive this information prior to arrival. 

 

Contact Information 
 

 Facility: Bethlehem Baptist Church 

        4818 Portland Avenue East 
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        Tacoma, WA 98404 

 

 Operations: The Salvation Army 

1521 South 6th Avenue  

  Tacoma, WA 98405 

 

STAFFING 
 

Staff is responsible for maintaining a safe and stable environment for the families accessing the overnight 

shelter.  Staff will provide crisis interventions, referral services and strengthened support systems.  A staff 

person will be present at all times.      

 

 Sunday Monday Tuesday Wednesday Thursda

y  

Friday  Saturday 

6:00P – 7:00A Supervisor SC-1 SC-1 SC-2 SC-2 SC-3 SC-3 

6:00P – 8:00P SC-1 SC-3 SUP SUP SUP SUP SC-2 

9:00A – 5:00P   Case Mgr. C M C M C M C M  

 

POSITIONS*: 

1 Shelter Supervisor (SUP) – 40 hrs shelter  

1 Case Manager (CM) – 40 hrs  

3 Shelter Coordinators (SC) – 26 hrs 

*Job descriptions attached 
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THE SALVATION ARMY 

JOB DESCRIPTION –   ONSITE MANAGER – OVERNIGHT SERVICES FT 

 

 

DEPARTMENT:  EMERGENCY RESIDENTIAL 

UNIT:    Tacoma Corps 

POSITION TITLE:  Onsite Manager – Overnight FT   

REPORTS TO:  Housing Services Director 

STATUS:   Full-Time 

 
 

SCOPE OF POSITION: 

This position will oversee the overnight operations of the Temporary Overflow Family Shelter (TOFS). TOFS is a 

multi-agency collaboration intended to provide additional sheltering locations for families with minor children, 

including single male or female households, and any household made up of two adults experiencing homelessness, 

regardless of sexual orientation, marital status or gender identity. 

 

The primary function of the program is to provide homeless families with children safe and secure shelter, nutritious 

meals, case management and transitions to stable housing.  

 The project will provide safe shelter to families with children;  

 The project will provide one meal to families daily; and 

 The project will provide bedding and bathing supplies to families (blankets, sheets, towels). 

 

This position will primarily work at the facilities owned by Bethlehem Baptist Church, located at 4818 Portland Ave 

E, Tacoma.   However, staff meetings and team meetings will be hosted at other locations, primarily at The 

Salvation Army SHIELD Center, located at 1501 6th Ave, Tacoma.  This position will work from 7pm – 7am for 

three nights/week. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 Provide assistance to residents to ensure a safe communal living environment, to include encouraging voluntary 

compliance with house rules and policies. 

 Properly document incidents of non-compliance with house rules and policies. 

 Maintain linens and hygiene supplies for residents.  Launder clothing and bedding as needed when residents 

move out or have soiled linens, maintaining and recording comfort care items when distributed. 

 Provide supportive care to residents experiencing personal crisis. When indicated by circumstances, make a 

referral to the resident’s assigned case manager or other appropriate community resources.  Incidents involving 

an on-going threat to the well-being of the resident or to others, shall be communicated to the Lodge Operations 

Manager.  Potentially life-threatening situations should be reported to “911”. 

 Keep the facilities clean and organized, including but not limited to, changing light bulbs, vacuuming, cleaning 

bathrooms, replacing supplies, emptying trash, cleaning and organizing storage areas, dusting, cleaning floors 

and carpeting, cleaning tables, chairs and other furnishings within your work area on a regular basis, and as 

indicated by unusual or emergency circumstances.       

 Respond to emergency situations that may arise, making independent decisions within policy guidelines, as 

necessary. 

 Participate in community and online trainings regarding trauma informed care, housing first, and other 

homelessness-related trainings. These may be offered outside of the regular shift times. 

 Provide crisis intervention and institute security procedures should a critical or threatening situation arise.  

Provide timely and appropriate notification to police, fire, emergency medical and supervisory authorities. 

 Maintain statistical records, reports, logs, files and other required documentation. 

 Provide orientation, support and supervision to volunteers.  

 Work cooperatively with other Salvation Army staff and programs. 
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 Participates in unit staff meetings; 

 Maintains required forms and reports in prescribed format; 

 Given the critical nature of duties associated with this position, ensures timely reporting for duty and contact with 

supervisory staff prior to the scheduled start of shift, should sick leave become necessary. 

 Comply with Salvation Army procedural requirements, including those set forth in the Policy & Procedure 

Manual and Employee Handbook. 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Detail oriented  and ability to multi-task 

 Ability to quickly learn and apply new information/skills 

 Sensitivity to and understanding of the comprehensive mission of The Salvation Army 

 Strong verbal and written communication skills 

 Ability to work independently and as part of a team 

 Self-motivated with the ability to work with minimal supervision 

 Ability to work in a challenging environment and maintain poise under pressure 

 Ability and willingness to keep information confidential 

 Must complete and adhere to Protecting the Mission requirements and guidelines, including the ability to 

pass a TSA background check 

 Current WA State Food Handler’s Permit 

 

Within 70 days of start date, employees will participate in and show proof of certificate of completion for the 

following classes (these will be provided by The Salvation Army and Relias Learning): 

 Supervision/Management for supervisory staff 

 Basic Safety/First Aid 

 Conflict Resolution/De-Escalation 

 Cultural Awareness/Competency 

 Professional Ethics 

 Trauma Informed care 

 Motivational Interviewing 

 Housing First 

 

SOFTWARE-RELATED SKILLS:  

 Microsoft Word   

 Microsoft PowerPoint  

   

PHYSICAL REQUIREMENTS:     

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or continuous basis 

 Ability to operate telephone 

 Ability to operate a desktop or laptop computer 

 Ability to lift up to 25 lbs.   

 Ability to operate a motor vehicle 

 Ability to sweep, mop and vacuum floors on a daily basis. 

 

Qualified individuals must be able to perform the essential duties of the position with or without 

accommodation.  A qualified person with a disability may request a modification or adjustment to the job or 

work environment in order to meet the physical requirements of the position.  The Salvation Army will 

attempt to satisfy requests as long as the accommodation needed is reasonable and no undue hardship would 

result. 

 

Mission Statement 

The Salvation Army, an international movement, is an evangelical part of the universal Christian church.  Its 

message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the Gospel of 

Jesus Christ and to meet human needs in His name without discrimination. 
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A critical part of employment in this organization is the modeling of Christian principals while on duty.  As a 

representative of this organization it is imperative that you present yourself to be professional and of high moral 

standard. 

 

By my signature below, I indicate my willingness to accept the duties assigned as outlined and to uphold the image 

of The Salvation Army with dignity. 

 

I certify that I have read and understand my responsibilities as set forth in the above job description.    

 

 

Employee Signature       Date 

 

Revised 12.27.17 
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THE SALVATION ARMY 

JOB DESCRIPTION –   ONSITE MANAGER – OVERNIGHT SERVICES PT 

 

 

DEPARTMENT:  EMERGENCY RESIDENTIAL 

UNIT:    Tacoma Corps 

POSITION TITLE:  Onsite Manager – Overnight Services PT  

REPORTS TO:  Housing Services Director 

STATUS:   Part-Time 

 
 

SCOPE OF POSITION: 

This position will oversee the overnight operations of the Temporary Overflow Family Shelter (TOFS). TOFS is a 

multi-agency collaboration intended to provide additional sheltering locations for families with minor children, 

including single male or female households, and any household made up of two adults experiencing homelessness, 

regardless of sexual orientation, marital status or gender identity. 

 

The primary function of the program is to provide homeless families with children safe and secure shelter, nutritious 

meals, case management and transitions to stable housing.  

 The project will provide safe shelter to families with children;  

 The project will provide bedding and bathing supplies to families (blankets, sheets, towels). 

 

This position will primarily work at the facilities owned by Bethlehem Baptist Church, located at 4818 Portland Ave 

E, Tacoma.   However, staff meetings and team meetings will be hosted at other locations, primarily at The 

Salvation Army SHIELD Center, located at 1501 6th Ave, Tacoma.   This position will work from 7pm – 7am for 

two nights/week. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 Provide assistance to residents to ensure a safe communal living environment, to include encouraging voluntary 

compliance with house rules and policies. 

 Properly document incidents of non-compliance with house rules and policies. 

 Maintain linens and hygiene supplies for residents.  Launder clothing and bedding as needed when residents 

move out or have soiled linens, maintaining and recording comfort care items when distributed. 

 Provide supportive care to residents experiencing personal crisis.  When indicated by circumstances, make a 

referral to the resident’s assigned case manager or other appropriate community resources.  Incidents involving 

an on-going threat to the well-being of the resident or to others, shall be communicated to the Lodge Operations 

Manager.  Potentially life-threatening situations should be reported to “911”. 

 Keep the facilities clean and organized, including but not limited to, changing light bulbs, vacuuming, cleaning 

bathrooms, replacing supplies, emptying trash, cleaning and organizing storage areas, dusting, cleaning floors 

and carpeting, cleaning tables, chairs and other furnishings within your work area on a regular basis, and as 

indicated by unusual or emergency circumstances.       

 Respond to emergency situations that may arise, making independent decisions within policy guidelines, as 

necessary. 

 Participate in community and online trainings regarding trauma informed care, housing first, and other 

homelessness-related trainings. These may be offered outside of the regular shift times. 

 Provide crisis intervention and institute security procedures should a critical or threatening situation arise.  

Provide timely and appropriate notification to police, fire, emergency medical and supervisory authorities. 

 Maintain statistical records, reports, logs, files and other required documentation. 

 Provide orientation, support and supervision to volunteers.  

 Work cooperatively with other Salvation Army staff and programs. 

 Participates in unit staff meetings; 
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 Maintains required forms and reports in prescribed format; 

 Given the critical nature of duties associated with this position, ensures timely reporting for duty and contact with 

supervisory staff prior to the scheduled start of shift, should sick leave become necessary. 

 Comply with Salvation Army procedural requirements, including those set forth in the Policy & Procedure 

Manual and Employee Handbook. 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Detail oriented  and ability to multi-task 

 Ability to quickly learn and apply new information/skills 

 Sensitivity to and understanding of the comprehensive mission of The Salvation Army 

 Strong verbal and written communication skills 

 Ability to work independently and as part of a team 

 Self-motivated with the ability to work with minimal supervision 

 Ability to work in a challenging environment and maintain poise under pressure 

 Ability and willingness to keep information confidential 

 Must complete and adhere to Protecting the Mission requirements and guidelines, including the ability to 

pass a TSA background check 

 Current WA State Food Handler’s Permit 

 

Within 70 days of start date, employees will participate in and show proof of certificate of completion for the 

following classes (these will be provided by The Salvation Army and Relias Learning): 

 Supervision/Management for supervisory staff 

 Basic Safety/First Aid 

 Conflict Resolution/De-Escalation 

 Cultural Awareness/Competency 

 Professional Ethics 

 Trauma Informed Care 

 Motivational Interviewing 

 Housing First 

 

SOFTWARE-RELATED SKILLS:  

 Microsoft Word   

 Microsoft PowerPoint  

 

PHYSICAL REQUIREMENTS:     

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or continuous basis 

 Ability to operate telephone 

 Ability to operate a desktop or laptop computer 

 Ability to lift up to 25 lbs.   

 Ability to operate a motor vehicle 

 Ability to sweep, mop and vacuum floors on a daily basis. 

 

Qualified individuals must be able to perform the essential duties of the position with or without 

accommodation.  A qualified person with a disability may request a modification or adjustment to the job or 

work environment in order to meet the physical requirements of the position.  The Salvation Army will 

attempt to satisfy requests as long as the accommodation needed is reasonable and no undue hardship would 

result. 

 

Mission Statement 

The Salvation Army, an international movement, is an evangelical part of the universal Christian church.  Its 

message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the Gospel of 

Jesus Christ and to meet human needs in His name without discrimination. 



  
Temporary Family Overnight Shelter Operations Plan 

Page 8 of 18 
June 2016 

 

A critical part of employment in this organization is the modeling of Christian principals while on duty.  As a 

representative of this organization it is imperative that you present yourself to be professional and of high moral 

standard. 

 

By my signature below, I indicate my willingness to accept the duties assigned as outlined and to uphold the image 

of The Salvation Army with dignity. 

 

I certify that I have read and understand my responsibilities as set forth in the above job description.    

 

 

Employee Signature       Date 

 

Revised 12.27.17 
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THE SALVATION ARMY 

JOB DESCRIPTION –   PROGRAM AIDE 

 

 

DEPARTMENT:  EMERGENCY RESIDENTIAL 

UNIT:    Tacoma Corps 

POSITION TITLE:  Program Aide – Grave 

STATUS:   Part-Time 

 
 

SCOPE OF POSITION: 

This position will assist and help with the overnight operations of the Temporary Overflow Family Shelter (TOFS). 

TOFS is a multi-agency collaboration intended to provide additional sheltering locations for families with minor 

children, including single male or female households, and any household made up of two adults experiencing 

homelessness, regardless of sexual orientation, marital status or gender identity. 

 

The primary function of the program is to provide homeless families with children safe and secure shelter, nutritious 

meals, case management and transitions to stable housing.  

 The project will provide safe shelter to families with children;  

 The project will provide bedding and bathing supplies to families (blankets, sheets, towels). 

 

This position will primarily work at the facilities owned by Bethlehem Baptist Church, located at 4818 Portland Ave 

E, Tacoma.   However, staff meetings and team meetings will be hosted at other locations, primarily at The 

Salvation Army SHIELD Center, located at 1501 6th Ave, Tacoma.   This position will work from 12midnight to 

6am.    

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 Provide assistance to residents to ensure a safe communal living environment, to include encouraging voluntary 

compliance with house rules and policies. 

 Properly document incidents of non-compliance with house rules and policies. 

 Maintain linens and hygiene supplies for residents.  Launder clothing and bedding as needed when residents 

move out or have soiled linens, maintaining and recording comfort care items when distributed. 

 Provide supportive care to residents experiencing personal crisis.  When indicated by circumstances, make a 

referral to the resident’s assigned case manager or other appropriate community resources.  Incidents involving 

an on-going threat to the well-being of the resident or to others, shall be communicated to the Lodge Operations 

Manager.  Potentially life-threatening situations should be reported to “911”. 

 Keep the facilities clean and organized, including but not limited to, changing light bulbs, vacuuming, cleaning 

bathrooms, replacing supplies, emptying trash, cleaning and organizing storage areas, dusting, cleaning floors 

and carpeting, cleaning tables, chairs and other furnishings within your work area on a regular basis, and as 

indicated by unusual or emergency circumstances.       

 Respond to emergency situations that may arise, making independent decisions within policy guidelines, as 

necessary. 

 Participate in community and online trainings regarding trauma informed care, housing first, and other 

homelessness-related trainings. These may be offered outside of the regular shift times. 

 Provide crisis intervention and institute security procedures should a critical or threatening situation arise.  

Provide timely and appropriate notification to police, fire, emergency medical and supervisory authorities. 

 Maintain statistical records, reports, logs, files and other required documentation. 

 Provide orientation, support and supervision to volunteers.  

 Work cooperatively with other Salvation Army staff and programs. 

 Participates in unit staff meetings; 

 Maintains required forms and reports in prescribed format; 



  
Temporary Family Overnight Shelter Operations Plan 

Page 10 of 18 
June 2016 

 

 Given the critical nature of duties associated with this position, ensures timely reporting for duty and contact with 

supervisory staff prior to the scheduled start of shift, should sick leave become necessary. 

 Comply with Salvation Army procedural requirements, including those set forth in the Policy & Procedure 

Manual and Employee Handbook. 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Detail oriented  and ability to multi-task 

 Ability to quickly learn and apply new information/skills 

 Sensitivity to and understanding of the comprehensive mission of The Salvation Army 

 Strong verbal and written communication skills 

 Ability to work independently and as part of a team 

 Self-motivated with the ability to work with minimal supervision 

 Ability to work in a challenging environment and maintain poise under pressure 

 Ability and willingness to keep information confidential 

 Must complete and adhere to Protecting the Mission requirements and guidelines, including the ability to 

pass a TSA background check 

 Current WA State Food Handler’s Permit 

 

Within 70 days of start date, employees will participate in and show proof of certificate of completion for the 

following classes (these will be provided by The Salvation Army and Relias Learning): 

 Supervision/Management for supervisory staff 

 Basic Safety/First Aid 

 Conflict Resolution/De-Escalation 

 Cultural Awareness/Competency 

 Professional Ethics 

 Trauma Informed Care 

 Housing First 

 

SOFTWARE-RELATED SKILLS:  

 Microsoft Word   

 Microsoft PowerPoint    

 

PHYSICAL REQUIREMENTS:     

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or continuous basis 

 Ability to operate telephone 

 Ability to operate a desktop or laptop computer 

 Ability to lift up to 25 lbs.   

 Ability to operate a motor vehicle 

 Ability to sweep, mop and vacuum floors on a daily basis. 

 

Qualified individuals must be able to perform the essential duties of the position with or without 

accommodation.  A qualified person with a disability may request a modification or adjustment to the job or 

work environment in order to meet the physical requirements of the position.  The Salvation Army will 

attempt to satisfy requests as long as the accommodation needed is reasonable and no undue hardship would 

result. 

 

Mission Statement 

The Salvation Army, an international movement, is an evangelical part of the universal Christian church.  Its 

message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the Gospel of 

Jesus Christ and to meet human needs in His name without discrimination. 
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A critical part of employment in this organization is the modeling of Christian principals while on duty.  As a 

representative of this organization it is imperative that you present yourself to be professional and of high moral 

standard. 

 

By my signature below, I indicate my willingness to accept the duties assigned as outlined and to uphold the image 

of The Salvation Army with dignity. 

 

I certify that I have read and understand my responsibilities as set forth in the above job description.    

 

 

Employee Signature       Date 

 

Revised 12.27.17 
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THE SALVATION ARMY 

JOB DESCRIPTION –   PROGRAM AIDE - SWING 

 

 

DEPARTMENT:  EMERGENCY RESIDENTIAL 

UNIT:    Tacoma Corps 

POSITION TITLE:  Program Aide – Swing 

STATUS:   Part-Time 

 
 

SCOPE OF POSITION: 

This position will assist and help with the overnight operations of the Temporary Overflow Family Shelter (TOFS). 

TOFS is a multi-agency collaboration intended to provide additional sheltering locations for families with minor 

children, including single male or female households, and any household made up of two adults experiencing 

homelessness, regardless of sexual orientation, marital status or gender identity. 

 

The primary function of the program is to provide homeless families with children safe and secure shelter, nutritious 

meals, case management and transitions to stable housing.    This position will be responsible for the following:  

 The project will provide safe shelter to families with children;  

 The project will provide bedding and bathing supplies to families (blankets, sheets, towels). 

 

This position will primarily work at the facilities owned by Bethlehem Baptist Church, located at 4818 Portland Ave 

E, Tacoma.   However, staff meetings and team meetings will be hosted at other locations, primarily at The 

Salvation Army SHIELD Center, located at 1501 6th Ave, Tacoma.   This position will work from 6pm – 12midnight 

3 or 4 nights/week. 

 

This shift must be able to transport homeless households (without transportation) in a 15 passenger (DOT certified) 

bus from the SHIELD Center to the TOFS location at Bethlehem Baptist Church at 6:30 pm each night.    

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 Provide assistance to residents to ensure a safe communal living environment, to include encouraging voluntary 

compliance with house rules and policies. 

 Properly document incidents of non-compliance with house rules and policies. 

 Conduct breath alcohol testing and drug testing as directed by intake and other operational policy.  Report all 

drug testing results and all positive breath alcohol results as required by policy. 

 Maintain linens and hygiene supplies for residents. 

 Provide supportive care to residents experiencing personal crisis.  When indicated by circumstances, make a 

referral to the resident’s assigned case manager or other appropriate community resources.  Incidents involving 

an on-going threat to the well-being of the resident or to others, shall be communicated to the Lodge Operations 

Manager.  Potentially life-threatening situations should be reported to “911”. 

 Keep the facilities clean and organized, including but not limited to, changing light bulbs, vacuuming, cleaning 

bathrooms, replacing supplies, emptying trash, cleaning and organizing storage areas, dusting, cleaning floors 

and carpeting, cleaning tables, chairs and other furnishings within your work area on a regular basis, and as 

indicated by unusual or emergency circumstances.       

 Respond to emergency situations that may arise, making independent decisions within policy guidelines, as 

necessary. 

 Participate in community and online trainings regarding trauma informed care, housing first, and other 

homelessness-related trainings.    These may be offered outside of the regular shift times. 
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 Provide crisis intervention and institute security procedures should a critical or threatening situation arise.  

Provide timely and appropriate notification to police, fire, emergency medical and supervisory authorities. 

 Maintain statistical records, reports, logs, files and other required documentation. 

 Provide orientation, support and supervision to volunteers.  

 Work cooperatively with other Salvation Army staff and programs. 

 Participates in unit staff meetings; 

 Maintains required forms and reports in prescribed format; 

 Given the critical nature of duties associated with this position, ensures timely reporting for duty and contact with 

supervisory staff prior to the scheduled start of shift, should sick leave become necessary. 

 Comply with Salvation Army procedural requirements, including those set forth in the Policy & Procedure 

Manual and Employee Handbook. 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Detail oriented  and ability to multi-task 

 Ability to quickly learn and apply new information/skills 

 Sensitivity to and understanding of the comprehensive mission of The Salvation Army 

 Strong verbal and written communication skills 

 Ability to work independently and as part of a team 

 Self-motivated with the ability to work with minimal supervision 

 Ability to work in a challenging environment and maintain poise under pressure 

 Ability and willingness to keep information confidential 

 Must complete and adhere to Protecting the Mission requirements and guidelines, including the ability to 

pass a TSA background check 

 Current WA State Food Handler’s Permit 

 

Within 30 days of start date, employees will participate in and show proof of certificate of completion for the 

following classes (provided by The Salvation Army): 

 Protecting the Mission – Child Safety Program 

 Decision Driving 

 

Within 70 days of start date, employees will participate in and show proof of certificate of completion for the 

following classes (these will be provided by The Salvation Army and Relias Learning): 

 Supervision/Management for supervisory staff 

 Basic Safety/First Aid 

 Conflict Resolution/De-Escalation 

 Cultural Awareness/Competency 

 Professional Ethics 

 Trauma Informed Care 

 Motivational Interviewing 

 Housing First 

 

SOFTWARE-RELATED SKILLS:  

 Microsoft Word   

 Microsoft PowerPoint  

   

 

PHYSICAL REQUIREMENTS:     

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or continuous basis 

 Ability to operate telephone 

 Ability to operate a desktop or laptop computer 

 Ability to lift up to 25 lbs.   

 Ability to operate a motor vehicle 

 Ability to sweep, mop and vacuum floors on a daily basis. 
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Qualified individuals must be able to perform the essential duties of the position with or without 

accommodation.  A qualified person with a disability may request a modification or adjustment to the job or 

work environment in order to meet the physical requirements of the position.  The Salvation Army will 

attempt to satisfy requests as long as the accommodation needed is reasonable and no undue hardship would 

result. 

 

Mission Statement 

The Salvation Army, an international movement, is an evangelical part of the universal Christian church.  Its 

message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the Gospel of 

Jesus Christ and to meet human needs in His name without discrimination. 

A critical part of employment in this organization is the modeling of Christian principals while on duty.  As a 

representative of this organization it is imperative that you present yourself to be professional and of high moral 

standard. 

 

By my signature below, I indicate my willingness to accept the duties assigned as outlined and to uphold the image 

of The Salvation Army with dignity. 

 

I certify that I have read and understand my responsibilities as set forth in the above job description.    

 

 

Employee Signature       Date 

 

Revised 12.27.17 
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THE SALVATION ARMY 

JOB DESCRIPTION –   SHIELD CENTER ADVOCATE  (TOFS) 

 

 

DEPARTMENT:  EMERGENCY RESIDENTIAL 

UNIT:    Tacoma Corps 

POSITION TITLE:  SHIELD Center Advocate    (TOFS)   

STATUS:   Full-time 

 

 

 
 

SCOPE OF POSITION: 

This position will provide case management and advocation for residents of the Temporary Overflow Family Shelter 

(TOFS). TOFS is a multi-agency collaboration intended to provide additional sheltering locations for families with 

minor children, including single male or female households, and any household made up of two adults experiencing 

homelessness, regardless of sexual orientation, marital status or gender identity. 

 

The primary function of the TOFS program  is to provide homeless families with children safe and secure shelter, 

nutritious meals, case management and transitions to stable housing.   

 

This position will be responsible for the following:   

 Ensuring that each family has access to  

o Weekly case management to provide advocacy, referrals, concrete assistance (with entitlements and 

benefits, clothing, school supplies, food, etc.) and counseling services.  

 This is an afternoon/evening shift that will be stationed at the SHIELD Center, where resources are 

available for resident households to access.   The shift will be from 1pm – 7pm to ensure that families are 

able to access services before going to the overnight shelter at 7pm. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 Do a preliminary interview with each family that needs homelessness assistance. 

 Do intake work with families that are able to enter into the TOFS program. 

 Provide a packet of resources to families that cannot enter into the TOFS program (due to capacity limits, do not 

qualify, etc.) 

 Work with the SHIELD Center director to provide opportunities for TOFS residents that will help them enter into 

permanent housing and communicate with TOFS residents about opportunities. 

 Coordinate transportation with City of Tacoma homeless transportation driver for rides to housing related 

meetings 

 Facilitate coordination with school liasons (McKinney-Vento) to ensure a seemless transition for school for 

children, either while entering the shelter system or when entering into permanent housing 

 Help clients access public benefit services  

 Ensure that residents have access to needs such as clothing, school supplies, lunch food (for adult day workers), 

etc. 

 Help residents to access mental health and counseling services. 

 Provide advocacy for residents when appropriate with landlords, other agencies, etc. 

 Meet weekly with resident households to determine strengths and assets that can be used in a Housing 

Stabilization Plan. 

 Provide supportive care to residents experiencing personal crisis.    

 Keep the facilities clean and organized, including but not limited to vacuuming, cleaning bathrooms, replacing 

supplies, emptying trash, cleaning and organizing storage areas, dusting, cleaning floors and carpeting, cleaning 
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tables, chairs and other furnishings within your work area on a regular basis, and as indicated by unusual or 

emergency circumstances.       

 Respond to emergency situations that may arise, making independent decisions within policy guidelines, as 

necessary. 

 Participate in community and online trainings regarding trauma informed care, housing first, and other 

homelessness-related trainings.    These may be offered outside of the regular shift times. 

 Provide crisis intervention and institute security procedures should a critical or threatening situation arise.  

Provide timely and appropriate notification to police, fire, emergency medical and supervisory authorities. 

 Maintain statistical records, reports, logs, files and other required documentation. 

 Provide orientation, support and supervision to volunteers.  

 Work cooperatively with other Salvation Army staff and programs. 

 Participates in unit staff meetings; 

 Maintains required forms and reports in prescribed format; 

 Given the critical nature of duties associated with this position, ensures timely reporting for duty and contact with 

supervisory staff prior to the scheduled start of shift, should sick leave become necessary. 

 Comply with Salvation Army procedural requirements, including those set forth in the Policy & Procedure 

Manual and Employee Handbook. 

 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

 Detail oriented  and ability to multi-task 

 Ability to quickly learn and apply new information/skills 

 Sensitivity to and understanding of the comprehensive mission of The Salvation Army 

 Strong verbal and written communication skills 

 Ability to work independently and as part of a team 

 Self-motivated with the ability to work with minimal supervision 

 Ability to work in a challenging environment and maintain poise under pressure 

 Ability and willingness to keep information confidential 

 Must complete and adhere to Protecting the Mission requirements and guidelines, including the ability to 

pass a TSA background check 

 Current WA State Food Handler’s Permit 

 

Within 70 days of start date, if not previously completed, employees will participate in and show proof of certificate 

of completion for the following classes (these will be provided by The Salvation Army and Relias Learning): 

 Supervision/Management for supervisory staff 

 Basic Safety/First Aid 

 Conflict Resolution/De-Escalation 

 Cultural Awareness/Competency 

 Professional Ethics 

 Trauma Informed Care 

 Housing First 

 Strengths Based Case Management 

 Motivational Interviewing 

 

SOFTWARE-RELATED SKILLS:  

 Microsoft Word   

 Microsoft Outlook 

 

PHYSICAL REQUIREMENTS:     

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or continuous basis 

 Ability to operate telephone 

 Ability to operate a desktop or laptop computer   

 Ability to operate a motor vehicle 
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Qualified individuals must be able to perform the essential duties of the position with or without 

accommodation.  A qualified person with a disability may request a modification or adjustment to the job or 

work environment in order to meet the physical requirements of the position.  The Salvation Army will 

attempt to satisfy requests as long as the accommodation needed is reasonable and no undue hardship would 

result. 

 

Mission Statement 

The Salvation Army, an international movement, is an evangelical part of the universal Christian church.  Its 

message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the Gospel of 

Jesus Christ and to meet human needs in His name without discrimination. 

 

A critical part of employment in this organization is the modeling of Christian principals while on duty.  As a 

representative of this organization it is imperative that you present yourself to be professional and of high moral 

standard. 

 

By my signature below, I indicate my willingness to accept the duties assigned as outlined and to uphold the image 

of The Salvation Army with dignity. 

 

I certify that I have read and understand my responsibilities as set forth in the above job description.    

 

 

Employee Signature       Date 

 

Revised 12.27.17 
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