[image: ]
Job Title: Weekend Manager
FLSA Status: Non-exempt
Reports To: Assistant Director of Operations 
 





Position Description: The Ronald McDonald House Central Iowa Weekend Manager is a part-time position that reports directly to the Assistant Director of Operations. The Weekend Manager is responsible for overseeing weekend and holiday operations at Ronald McDonald House Central Iowa, ensuring a safe, welcoming, and supportive environment for guest families. This position provides compassionate guest services while maintaining daily House operations, including facility oversight, housekeeping, guest check-in and check-out, and coordination of resources.
Position Responsibilities:
• Work with Ronald McDonald House Central Iowa staff and volunteers to provide the best possible experience and services for guest families.
• Handle all elements of guest check-in and check-out, including wait list management, room assignments, hotel stays, referrals, enforcement of House rules and policies, room inspections at check-out, and preparation of bedrooms for incoming guests.
• Complete regular facility inspections to identify cleaning, supply, and operational needs.
• Report maintenance needs to the House Manager and Assistant Director of Operations.
• Make timely and accurate updates in guest management software.
• Ensure the kitchen, bathrooms, common areas, and linen closet are clean, organized, and appropriately stocked throughout the shift.
• At the end of each shift, communicate thoroughly with the incoming Weekend Manager or other House Services staff regarding occupancy, maintenance concerns, family needs, and significant activities or incidents.
• Work between both Ronald McDonald House Central Iowa Houses as needed to assist with meals, supplies, coverage, or other operational needs.
• Assist volunteers and volunteer groups with projects while at the House.
• Respond appropriately to emergency situations and other urgent circumstances in accordance with Ronald McDonald House Central Iowa procedures.
Qualifications:
• Minimum 1-2 years' experience in management of human services, residential services, hospitality, or a related field.
• Excellent interpersonal skills with the ability to relate to people of diverse backgrounds.
• Demonstrated problem-solving and decision-making skills, with excellent verbal and written communication skills.
• Strong organizational skills with the ability to manage multiple and diverse tasks. Previous experience with program planning, implementation, and evaluation preferred.
• Dependable, with excellent judgment and demonstrated ability to operate in a flexible, team-oriented environment.
• Computer proficiency, including Microsoft Office and other software pertinent to Ronald McDonald House Central Iowa operations.
Schedule and Availability Requirements:
• Must work a minimum of four weekend shifts per month, occurring on Saturdays and/or Sundays.
• Must be available to work weekend shifts based on operational needs, including 7:00 a.m.-3:00 p.m. and 2:00 p.m.-10:00 p.m. shifts.
• Weekend Managers are expected to work some holidays based on operational needs. Holiday schedules will be communicated in advance whenever possible, with consideration given to staffing needs and employee availability.
• Must be familiar with and able to work at both Ronald McDonald House Central Iowa locations as operational needs require.
• Weekend Managers are expected to follow established scheduling procedures, including securing appropriate coverage when unable to work an assigned shift.
• Must attend and participate in monthly staff meetings, with an expectation of at least 80% attendance, and notify the Assistant Director of Operations when unable to attend.
• Must participate in monthly one-on-one meetings with the Assistant Director of Operations to discuss performance, operational needs, concerns, and suggestions.
• In the event of an emergency that prevents attendance for a scheduled shift, must promptly notify the House Services Team and Assistant Director of Operations.
Direct Reports: None - liaison for volunteers on weekends
Physical Demands and Work Environment:
The physical demands and work environment characteristics 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.
Physical Demands:
• Most work is conducted in an office or residential hospitality environment.
• Attendance at events may be indoors or outdoors, possibly in hot or wet weather.
• While performing the duties of this job, the employee is occasionally required to walk, sit, use hands to handle or feel objects, tools, or controls; reach with hands and arms; balance; stoop; talk; or hear.
• The employee must occasionally lift and/or move up to 30 pounds and stand for long periods of time.
• 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.
• Maintains supportive and open communication with volunteers, guests, and staff.
• Maintains guest communication, including providing emotional support, troubleshooting concerns, arranging for support services, and participating in special in-House events.
• Provides support to House Services staff as needed, including responding to emergency situations or other urgent circumstances; checking families in and out; and inspecting, cleaning, and organizing bedrooms and general facility areas.
• Represents Ronald McDonald House Central Iowa to various audiences in a professional manner consistent with the image and mission of the organization.
General:
The employee is expected to adhere to all company policies as outlined in the most current Employee Handbook.
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