
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Safe Home Program Assistant 

 

All applications must be submitted by 5:00 p.m. on the date the position closes. 
 

SALARY:  $14.33 - $15.43 Hourly 
 
OPENING DATE: 10/29/15   CLOSING DATE: 11/16/15 05:00 PM 
  
GENERAL INFORMATION:  

The Minnehaha County Human Services department invites applications for a Safe Home Program 

Assistant to provide safety and office support to residents and staff. This full-time position works an 

afternoon/evening shift Tuesday-Friday and a day shift on Saturday.  

 

Applicants should submit a cover letter and resume with the online application.  
  
EXAMPLES OF DUTIES INCLUDE: 

Monitor the front desk area of Safe Home by answering phones, identifying and admitting residents and 

guests, providing security, and checking residents, guests, and outside property for contraband. 

Identify emergency situations and call for assistance or emergency services as needed. Assist with 

planning, organizing, and preparing meals. Assist with organizing and maintaining dining room/kitchen 

inventory and cleanliness. Enforce compliance to rules and guidelines for residents to support their case 

management. Engage residents in scheduled and non-scheduled activities that promote personal and 

social growth and individualized Case Service Plan goals. Log supporting documentation and time spent 

with clients. Collaborate with Safe Home Manager and coworkers to identify and log violations to 

program. Assist with recording and maintaining documentation of program violations, housing 

infractions, and incident reports. Assist with the monitoring of resident chore completion and addressing 

concerns with residents. Assist in making badges and maintaining keys. Identify building maintenance 

issues, resolve emergencies, and communicate repair and cleaning needs. Assist with organizing and 

maintaining inventory, supplies, and office equipment. Assist in completing room-readiness tasks before 

a unit is rented including cleaning and stocking the rooms.  
  
MINIMUM QUALIFICATIONS:  

High school diploma or GED plus one year residential/social services or security work. Comparable 

combination of education and experience may be considered. Experience working successfully with 

difficult people and situations. Ability to quickly and efficiently resolve issues while diffusing angry and 

intoxicated people. Strong problem-solving and multi-tasking abilities. Ability to operate a computer 

with working knowledge of frequently used computer programs. Ability to communicate effectively 

orally and in writing. Ability to establish and maintain effective working relationships with coworkers, 

other agencies, and the public. Ability to maintain professional appearance and demeanor. Willingness 

to participate in the agency, demonstrate team participation and a work place philosophy that enriches 

staff's ability to reach goals and provide a high level of customer service.  
  
PREFERRED QUALIFICATIONS:  

Post secondary education. Experience working in a similar environment and working with chemically 

dependent and homeless individuals.  
 

APPLICATIONS MAY BE FILED ONLINE AT: http://jobs.minnehahacounty.org  
OUR OFFICE IS LOCATED AT:  
415 N Dakota Avenue  
Sioux Falls, SD 57104  
605-367-4337 jobs@minnehahacounty.org  

Job #15-54  
SAFE HOME PROGRAM 

ASSISTANT  
JA  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, 
national origin, citizenship, ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. Arrangements for 
accommodations required by disabilities can be made by contacting Human Resources at (605) 367-4337.  
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