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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, providing shelter along with services 
that enable people to meet their basic needs for daily survival and to transition out of homelessness. 
 
St. Francis Center’s 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. 
 
* SFC staff and volunteers refer to those we serve as “guests” because of our strong commitment to hospitality; 
welcoming everyone and treating each person with dignity and respect. 

 

JOB DESCRIPTION – STORAGE STAFF/DRIVER  

 
POSITION OVERVIEW 
This Storage Staff/Driver works at St. Francis Center (SFC) off-site storage location and engages community 
members in acquiring and accessing storage services with the intent of providing stability that can ultimately 
help homeless individuals connect with other resources that can help them move out of homelessness and into 
more permanent living environments. Schedule may include some periodic weekend support of Core Services at 
our Day Center facility but will otherwise consist of a weekday schedule to be determined in conjunction with 
the Storage Coordinator as well as the Director of Storage and Outreach.  
 
Off-Site Storage hours of operation are Monday thru Friday 8am-4pm and is closed 12pm-12:45pm for lunch. 
Closed on weekends and Company Holidays.  
 

PRIMARY RESPONSIBILITIES (Other duties may be assigned) 
 

• Complete Daily Site Set Up & Site Tasks 
o Upon entering building, complete COVID-19 screening temp log 
o Turn on lights 
o Turn on Computer, log into email, Storage drive: open daily tracker and contracts 
o Check email hourly 
o Answer Phone  
o Complete daily/weekly chores 
o Follow SFC Schedule (please be on time) 
o Log into HMIS, weekly until we have a daily program. 

 
 

POSITION TITLE: Storage Staff/Driver 

PRIMARY LOCATION: 2314 N Broadway, Denver 

REPORTS TO: Director of Storage 

DATE: June, 2021 

☐ EXEMPT     ☒ NON-EXEMPT 

☒ FULL-TIME     ☐ PART-TIME     ☐ ON-CALL  

☒ PERMANENT     ☐ TEMPORARY           
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• Conduct Client Intake 
o Record visits hourly on google tracker (until we utilize HMIS) 
o Record updates, move ins, move outs, and double dippers on Google trackers (until we utilize 

HMIS) 
o Use trauma Informed Care 
o Know and Uphold the Storage Contract created by SFC and The City of Denver 
o Complete COVID-19 screening/temp log for all guests entering storage room 
o Answer door to building 
o Update Client information on contract, computer and tag. 
o Maintain Client confidentiality.  
o Refer clients to Day Center for further resources. 
o Collect personal data (via contract/HMIS) and keep updated in system 

 

• Driving Responsibilities 
o Driving a 14 passenger bus/van 
o Driving people experiencing homelessness to and from overnight shelters to SFC 
o Flexibility in driving during morning and evening hours. 

 

• Assisting the staff at the Day Center on occasion when needed. 

• Participate in All staff meetings, Team meetings, and SFC sponsored trainings 

• Follow SFC Dress Code & Code of Ethics 

• Become HMIS proficient; train and utilize system daily 
 

EDUCATION (MINIMUM REQUIREMENTS) 
 

• High School Diploma or GED equivalent 
 

KNOWLEDGE, SKILLS, AND EXPERIENCE 
 

• Basic computer skills necessary, and familiarity with Microsoft Office programs a plus. 

• Ability to work with people and offer respectful customer service. 

• Ability to work with people who may be experiencing difficult life trauma and might be showing signs of 
that trauma in their actions and communication. 

• Ability to listen to community members’ needs. 

• Willingness to participate in SFC trainings to complement services in a trauma-informed manner. 

• Valid Driver’s License and Clean Motor Vehicle Record.  

 
PHYSICAL/MENTAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is frequently required to stand; walk; sit; use hands to 
finger, handle or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch or crawl; talk, hear, 
taste or smell. Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to adjust focus. The employee must regularly lift and /or move up 
to 25 pounds and occasionally lift and/or move up to 50 pounds. 
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WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 

• There will be a variety of people within the storage facility at any time. Some of these guests have been 
previously institutionalized or homeless for many years.  

• While performing the duties of this job the employee is regularly exposed to outdoor weather 
conditions. 

• Other hazards may involve exposure to occasional loud noise, exposure to illness or unsanitary hygiene, 
and exposure to common household chemicals. 

 

 
COMPENSATION AND BENEFITS 
 
Salary: $16.15-17/hour 
 
This is a full-time, non-exempt position, 40 hours/week. Schedule may include some periodic weekend support 
of Basic Services but will otherwise consist of a weekday schedule. Robust benefits package includes: 
 
• 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 match of contributions up to 4% of earnings) 
• Generous Employer-paid sick/vacation leave 
 
TO APPLY 
 
Qualified persons may apply by sending a cover letter, résumé, and three professional references to 
applications@sfcdenver.org. Résumés without a cover letter will not be considered. Invitations for interviews 
will be extended upon review of qualified candidates. 
 
E-mail: applications@sfcdenver.org, On the e-mail subject line, please write "Storage Staff" 
 
Individuals with criminal backgrounds are invited to apply. All SFC employees undergo a background check. 
 

 
Saint Francis Center is an Equal Opportunity Employer. 
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