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St. Francis Center (SFC), a ministry of the Episcopal Diocese of Colorado, was established in June 1983. 

SFC is a refuge for men and women who are homeless in the metro Denver area. Our programs and 
services are tailored toward adult women and men, and focus on daytime shelter, social services, 

health and wellness, housing, employment, and outreach. At SFC, “guests” have the opportunity to 
work with a variety of specialists, depending on their individual needs, which is often the first step toward 

transformation and ultimately self-sufficiency.  

 

We are currently looking for a Director of Intake Services. This is a Full-Time, exempt position eligible for 

an excellent benefit package as outlined below. 

 

POSITION OVERVIEW 
The Director of Intake & Resources is responsible for ensuring Intake services are successfully provided to 

our guests in a manner that is in-line with the core values and in support of the Saint Francis Center 
Mission. This position will supervise and train Intake Department staff and volunteers and provide 

development opportunities and support for individual team members in performing Intake Services. This 

is accomplished through regular supervision, provision of regular feedback, and an annual evaluation 
process. 

 
PRIMARY RESPONSIBILITIES (Other duties may be assigned) 
 
• Manage department schedule to ensure coverage and the consistent offering of services during 

hours which mirror Day Center hours 

• Develop and implement department standards and policies and ensure compliance with HMIS and 

Coordinate Entry requirements as necessary 

• Provide intake services per the schedule as needed 

• Track and report on outcomes related to Intake Services through maintaining accurate and 
confidential guest records and electronic files 

• Lead team to provide limited case management support, including assistance with obtaining IDs 

and managing a small case load of individuals entered into the Coordinated Entry system 

• Develop and implement assessment tools to assist guests in obtaining appropriate services with the 

goal of ending as quickly as possible an individual’s experience of homelessness  

• Serve as one of SFC’s HMIS DPAL positions, acting as a liaison between SFC and HMIS, especially 
related to Day Center Programs, and facilitating staff access and training for HMIS 

• Conduct regular team meetings and ensure team attends monthly staff meetings and 

organizational retreats 

• Regularly attends required management meetings on a weekly and monthly basis to communicate 

and coordinate with other departments 

 
EDUCATION (MINIMUM REQUIREMENTS) 
 
• Bachelor’s degree in a social sciences discipline and/or recent equivalent experience in a relevant 

field  

• Two or more years of supervisory experience 

• Three or more years of experience working with people in poverty or homelessness 

 
KNOWLEDGE, SKILLS, AND EXPERIENCE 



   
  Director of Intake Services
  Saint Francis Center   

 

• Strong supervision skills, including communication, team building, leadership, and problem solving 
abilities 

• Ability to listen with care, treat guests with respect and dignity, and guide guests to various services 

within SFC and the community to meet their needs 

• Intermediate experience in case management and navigation functions 

• Knowledge of resources in Denver and surrounding counties for people who are homeless or 

seeking resources 

• Basic knowledge of Trauma Informed Care and Motivational Interviewing 

• Excellent organizational and time and priority management skills  

• Willingness and ability to work with people from a variety of racial, cultural, social and economic 
backgrounds with various lifestyles, sexual orientations, and of all ages and genders 

• Ability to understand and maintain professional boundaries 

• Computer competency, including use of Microsoft Office and basic database skills (preferably 

experience with the Homeless Management Information System, HMIS) 

• Ability and willingness to work on weekends and have schedule flexibility during weekday shifts as 

schedule requires 

 
COMPENSATION AND BENEFITS 

 
Salary is $48,000 - $53,000 per year 

 

This is a full-time, exempt position with a robust benefits package including: 
 

• Employer-paid health insurance with an HRA plan 

• Employer-paid dental insurance 

• Employer-paid life insurance after 1 year of employment 

• Robust pension plan after 1 year (5% plus a dollar-for-dollar employer match up to 4%) 

• Generous Employer-paid sick/vacation leave 

 

 

TO APPLY 

 
Qualified persons may apply by sending a cover letter, résumé, and three references to 

applications@sfcdenver.org, or joel@sfcdenver.org Résumés without a cover letter will not be 

considered. Invitations for interviews will be extended upon review of qualified candidates until the 
position is filled. 

 

In accordance with the City of Denver's Public Health Order - New employees will be required to 

provide proof of vaccination PRIOR to their start date or obtain a Medical/Religious exemption PRIOR to 

date of hire. 
 
 

Saint Francis Center is an Equal Opportunity Employer.  
 

St. Francis Center (SFC) strives to create a more just, diverse, equitable, and inclusive society for our 
community members who experience homelessness and turn to us for refuge. This begins with how we serve 
our guests and residents as well as how staff, volunteers, and board members treat each other. SFC 
acknowledges that, as a community, we can always do better by learning from the past and by celebrating 
and including all voices. SFC commits to learning and growing as we consistently strive for a more equitable 
and inclusive society. 
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