
 

 
 

People of faith helping people in need achieve self-sufficiency and live with dignity. 
 
 

Description: The Children Services division of Catholic Charities is seeking a Shelter Coordinator. This role is 
responsible for providing licensed coverage at the St. Michael’s Home for Children’s two facilities.  
      
PRINCIPAL DUTIES 

 Must look out for the safety and well-being of the children in care by reporting any issues of abuse or neglect 
suspected or witnessed at any time to the Shelter Coordinator, Program Director, Associate Program Director 
and Agency Quality Director or to the Confidential Praesidium Hotline 

 Ensuring licensed child care coverage for the facility; supervising rations for staff and clients; providing 
assistance and oversight while maintaining compliance with standards set forth by funding and state 
licensing standards and COA standards as well as ORR/DUCS guidelines and DHS/ICE rules and regulations. 

 Performing other duties as required such as attending meetings with service providers, participation in U 
nited Way tours and agency fairs as well as assisting with client-oriented projects. 

  
MINIMUM EDUCATIONAL REQUIREMENTS, CERTIFICATION, AND LICENSE 

       Bachelor degree in related field  
       Licensed Child Care Administrator's (LCCA) license REQUIRED 

            
MINIMUM SKILLS AND EXPERIENCE: 
      1.   Ability to handle and maintain confidential information 
      2.   Ability to supervise ratio of staff to client 
      3.   Ability to organize and maintain oversight. 
      4.   Demonstrates organizational and planning skills. 
      5.   Demonstrates success in interacting with a variety of people, i.e., staff and senior management, clients and 
volunteers. 
      6.   Strong verbal and written communication skills, command of English language and bilingual in Spanish. 
      7.  Minimum of 3 years of experience in residential children services or equivalent to residential experience in a  
            licensed facility. 
     
WORKING CONDITIONS: 
      1.   Fast-paced environment with responsibility for minors who have suffered trauma, abused and neglect. 
      2.   Can be stressful and requires above average problem solving skills. 
      3.   Requires some weekend coverage. 
  
OTHER: 
      Must have reliable transportation, valid Texas Drivers License, and evidence of insurability. 
      Must be able to coordinate a variety of activities. 
      Must be able to work on a flexible schedule. 
      Must be able to maintain a good working relationship with staff. 
      Must be able to remain alert and awake during all work hours ensuring client safety at all times.  
 
 
 

https://s201798.gridserver.com/


TO APPLY: 
For consideration, please apply online at: 
http://chk.tbe.taleo.net/chk05/ats/careers/requisition.jsp?org=CATHOLICCHARITIES2&cws=1&rid=710 
  
Catholic Charities of the Archdiocese of Galveston is an equal opportunity employer. We evaluate qualified applicants 
without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, veteran 
status, and other legally protected characteristics. The EEO is the Law poster is available here: 
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf. If you need a reasonable accommodation 
because of a disability for any part of the employment process, please send an e-mail to 
hrrecruiting@catholiccharities.org or call 713-526-4611 ext. 6597 and let us know the nature of your request and 
your contact information.  
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