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Program Assistant (Pasadena) 

Part-time, Non-exempt 

 

Door of Hope is a Christian, faith-based nonprofit that equips families experiencing homelessness to 

rebuild their lives. 

The Program Assistant is responsible for empowering families to reach their goals primarily by holding 

them accountable to case plans and the structure of the program as outlined in the Resident Policy 

Manual, offering support and encouragement in a variety of ways. This person works closely with entire 

programs team and exemplifies Door of Hope’s core values: Christ-Centered, Holistic, Compassionate, 

Relational, and Excellence. 

Schedule 

• Monday-Friday; 20-25 hours/week 

• 1 evening shift/week 

Responsibilities 

• Develop strong relationships with parents and children while maintaining appropriate boundaries 

• Hold families accountable to following program structure as outlined in Resident Policy Manual 

• Assist Case Managers in carrying out the case plan, providing additional support to families 

• Keep families on schedule and maintain order in the house 

• Assist and take initiative in teaching families practical life skills (ex. cooking, cleaning, time 

management, budgeting, parenting, job searching, computer skills, hygiene, chores, etc.) 

• Organize and maintain supply rooms/closets; dispense supplies to families; manage inventory 

and purchase supplies as needed 

• Grocery shop once per week for each site; manage grocery expenses and use of EBT cards 

• During the evening shift, oversee dinner time and eat with families in communal dining area 

• Answer general calls; receive and host donors and volunteers 

• Orient families to program schedules, procedures and activities 

• Address complaints and help resolve inter-family conflicts 

• Communicate any disruptions, conflicts or complaints to Program Manager in a professional and 

timely manner 

• Ensure families are keeping rooms and facilities clean and free of unapproved items; conduct 

weekly room checks 

• Participate in weekly staff and programs meetings on Monday afternoons; seek out and attend 

trainings that will foster growth and professional development 

• Perform any other task necessary to support the mission of Door of Hope 

Qualifications 

• Bachelor’s Degree in social work (complete or in progress) or equivalent social services 

experience preferred 

• Experience working in a residential, group living setting preferred 

• Driver's license required 

• Bilingual in Spanish is preferred; strong communication skills are a must 

• Ability to work independently and as part of a team 

• Must be relational and empathetic, but also possess the ability to challenge and confront 

unproductive behavior 

• Must demonstrate maturity, sound judgement, and the ability to hold others accountable 

• Must exemplify Door of Hope's core values 


