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Job Title: House Associate 	 	 	 	 
FLSA Status: Non-Exempt  	 
Reports To: Assistant Director of Operations
 
Position Summary: The House Associate plays a critical role in creating a safe, welcoming, and supportive environment for families receiving medical care for a child. Reporting to the Assistant Director of Operations, this position supports daily House operations through guest services, facility upkeep, volunteer engagement, and family support while embodying the mission and values of Ronald McDonald House Central Iowa.
 
Position Responsibilities:  
 
· Collaborate with Ronald McDonald House Central Iowa team and volunteers to deliver exceptional experiences and services to guest families. 
· Maintain cleanliness and organization of common areas including bathrooms, guest rooms, kitchen, and storage closets. 
· Support all aspects of family services including referrals, check ins, assisting guests during stay, and check outs.   
· Support the identification of cleaning, maintenance, and supply needs. 
· Maintain clear and effective communication with the team on relevant updates and tasks. 
· Assist with management of volunteers to support House needs and programs. 
· Lead House tours to promote and educate about the Ronald McDonald House Central Iowa mission. 
· Assist with acceptance, documentation and storage of donations.  
· Assist with laundry tasks, including washing, folding, and organizing linens and towels. 
· Assist with answering phones, greeting visitors, and performing other basic office duties. 
· Practice trauma-informed care to ensure a safe environment for guest families while maintaining a positive attitude to promote a healing, family-friendly atmosphere. 
· Assist with food handling and preparation of meals for families, ensuring proper food safety and hygiene standards are followed. 
· Develop a strong understanding of the assigned location (Blank House or MercyOne House). 
 
Qualifications: 
Required: 
· At least one year of experience in customer service, hospitality, residential services, nonprofit, human services, or a related field.
· Strong interpersonal skills and ability to work respectfully with people from diverse backgrounds.
· Strong verbal and written communication skills and sound problem-solving judgment.
· Strong organizational skills and ability to manage multiple priorities.
· Dependability and ability to work effectively in a flexible, team-oriented environment.
· Proficiency with Microsoft Office and ability to learn House-specific software.
 
Preferred:
· Experience with trauma-informed care.
· Volunteer coordination experience.
· Experience working with families in crisis.
· Food handling or food safety certification.
· Experience with program planning, implementation, or evaluation.

Schedule and Availability Requirements:
· This is a part-time position; specific scheduled hours will be communicated based on operational needs.
· Evening, weekend, and holiday availability may be required based on House coverage needs.
· Assignments may include either Blank Children’s House or MercyOne House, based on training and operational needs.

Direct Reports:  None 
 
Physical Demands and Work Environment: The physical demands and work environment characteristics described here are representative of those necessary to perform essential functions. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

· Physical Demands: Frequent standing, walking, bending, reaching, and housekeeping-related tasks throughout the House.
· Employees must be able to respond to guest needs and navigate multiple floors, guest rooms, and common areas.
· Tasks include cleaning, laundry, organizing supplies, and assisting with food preparation and House operations.
· The position requires lifting and/or moving up to 30 pounds.
· Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.  
· Must have access to a vehicle and possess a valid driver’s license. 
· Work Environment:  

· Promotes an atmosphere of warmth and understanding. 
· Maintain supportive and open communication with volunteers, guests & staff 
· Maintain guest communications including emotional support, trouble shoots problematic guests, arranges for support services, attends special in-House events. 
· Provide support to House Services staff as needed, respond to urgent situations in accordance with House procedures, and assist with guest check-ins, check-outs, and room readiness.
· Represents Chapter/House to various audiences in professional manner consistent with image and mission of this organization 
 
General: 
The employee is expected to adhere to all company policies as outlined in the most current Employee Handbook. 
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