
 

 

 

 

 

 

 

1600 N. Huron River Dr. || Ypsilanti, MI 48197|| 734.662.2265|| www.ozonehouse.org 

E m p l o y m e n t  P o s t i n g  

Position:  Welcome Coordinator 
Direct Supervisor: Director of Education, Outreach and Welcoming 
Status:   Full-time, non-exempt, benefits 
Salary: $36,000; add’l based on education, experience, licensure & credentials 

Hours:   40/week inc. weekday evenings; participates in on-call rotation 
Location:  Ypsilanti  
 
Application Instructions:  Send cover letter with salary requirements and resume to 

joinus@ozonehouse.org.  (No calls.)  Indicate “Welcome Coordinator” in 
the subject line.  Application materials will be reviewed as they are 
received. 

  
Qualifications 

 Bachelor’s degree in relevant field required 
 Experience in crisis intervention and project management  
 Ability to effectively engage youth with diverse identities, including intersecting identities of race, 

ethnicity, socioeconomic background, and sexual orientation/ gender identity and expression 
 Ability to effectively manage crisis situations 
 Good written and oral communication skills, and organizational skills  
 Flexibility in work schedule.  Ability to work full time hours between 8am and 8pm 
 Facility with word processing, spreadsheets, data entry and web navigation 
 Valid MI driver’s license, current insurance and access to reliable transportation 
 
Employment Qualifications 

Ability and desire to work well independently and as part of a team.   Prior success working closely and 
building relationships with a diverse group of people.  Demonstrate a high level of personal and 
professional integrity and trustworthiness.  Possess a strong work ethic, ability to take initiative, and 
require minimal direction to “get the job done”.  Demonstrate passion for Ozone House’s mission and an 
environment that promotes best practices, social justice and creativity. 
 
Purpose of Position: 

The Welcome Coordinator is part of the Education, Outreach and Welcoming Team which is responsible 
for designing and carrying out the agency’s education, outreach, and welcoming efforts across the 
community.  This role is responsible for providing triage, screening and intake services to youth seeking 
services and support through the Ozone Crisis Line and Welcome Center.   
 
Job Responsibilities and Duties  
Duties listed are not intended to be all inclusive nor limited to duties that might reasonably be assigned 

1.  Ensure adequate crisis line and welcoming services, through direct coverage and provision of 
triage, screening and intake services. 

2.  Participate in the ongoing development and implementation of tools and processes to screen 
callers for services and supports. 

http://www.ozonehouse.org/
mailto:joinus@ozonehouse.org
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3.  Develop and maintain a comprehensive resource manual, in order to ensure that appropriate 
referrals are provided to youth and families accessing crisis line services. 

4.  Provide crisis intervention and support services to youth and families involved in Ozone House 
services, as needed. 

5.  Collaborate with the Director of Youth and Family Services and Residential Manager to facilitate 
emergency Youth Shelter admissions. 

6.  Recruit, train and support Welcome Center volunteers that are providing crisis intervention in 
person and on the phone.  

7.  Responsible for conducting follow-up phone calls for previous clients and participants. 

8.  Complete service documentation in accordance with licensing regulations, funding requirements 
and agency standards. 

9.  Capture data to provide crisis line statistics to the Director of Grants, Reporting & Evaluation as 
needed. 

 
 
Trainings, Meetings & Other Duties 

1.  Maintain On-Call coverage on a rotating basis, to provide 24-hour emergency assistance and    
crisis intervention to homeless and runaway youth and their families.  

2.  Attend and participate in team meetings. 

3.  Attend Ozone House All-staff meetings. 

4.  Attend and participate in weekly supervision meetings 

5.  Attend trainings and seminars in order to promote professional development. 

6.  Complete other duties/tasks as assigned. 
 
 

Work Environment, Physical Demands & Travel: 
This job operates in a professional office environment. This role routinely uses standard office 
equipment. While performing the duties of this job, the employee is regularly required to talk or hear as 
they will have very high levels of social interaction. This is largely a sedentary role; however, some filing 
is required. This would require the ability to lift files, open filing cabinets and bend or stand on a stool, 
as necessary. Will sometimes have a flexible schedule. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
Position Classification, Type & Expected Hours of Work: 
This is a full-time, 40 hours a week, non-exempt position. The days and hours of work are coordinated 
with the Director of Youth & Family Services. This position may require long hours, weekend, or evening 
events as scheduled. 
 
 

Benefits 
In addition to a career filled with purpose and opportunity, Ozone House offers a comprehensive 
benefits package that includes: health and dental insurance, retirement savings plan, life insurance and 
long- term disability, flexible spending account for dependent care expenses and a generous time off 
plan. 

http://www.ozonehouse.org/
https://employers.indeed.com/o/p/editing?publishedId=9c76742ad241
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About Us 
Ozone House is a community-based, nonprofit agency that helps young people lead safe, healthy, and 
productive lives through intensive intervention and prevention services.  Since 1969, we have actively 
developed unique, high-quality housing and support programs and services that provide support, 
intervention, training, and assistance to runaway, homeless, and high-risk youth, and their families. 
 
As the second oldest youth shelter in the country, Ozone House combines a wealth of experience with 
industry leading best practices to serve young people and their families experiencing crisis.  This past 
year, Ozone House served over 3,500 young people throughout Washtenaw and surrounding counties in 
Southeast Michigan. 
 

Ozone House is an Affirmative Action employer. We strongly encourage the following groups to 

apply: people of color, individuals who have experienced poverty or economic hardship, people 

who identify as LGBTQ and men. 

http://www.ozonehouse.org/

