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Love God. Serve People.
Job Title: Assistant to Director of Operations
Reports To: Director of Operations
Department: Operations
Status: Full-Time- $20.00 to $22.00 per hour 
Position Summary
The Assistant to the Director of Operations plays a key role in supporting the daily operations of TJH
facilities and programs. Working collaboratively with the Director of Operations, this position ensures
that all TJH-owned and leased properties remain compliant with regulatory standards, are properly
maintained, and fully functional. The Operations Assistant provides essential administrative, logistical,
and hands-on support to housing and operations programs, contributing to the smooth and effective
delivery of TJH’s supportive services.
These services include, but are not limited to, housing programs, case management, food service,
volunteer programs, marketplace operations, interim family housing, and special seasonal initiatives
such as Coldest Nights.
To Apply
Please send a cover letter and resume to Billy Truesdell, Director of Operations,
BTruesdell@LoveGodServePeople.org. In your letter, please indicate why you feel this opportunity is a
good one for you and how your talents and experience uniquely qualify you for the position. Resumes
will be reviewed as they are received, and the position will be open until it is filled. EOE.

Key Responsibilities:
1. Perform routine and emergency property repairs (e.g., minor plumbing, electrical, drywall, and painting). Diagnose maintenance issues across multiple properties to determine if they can be fixed in-house or require an outside contractor. Maintain the grounds and exterior of owned/subleased properties to ensure curb appeal and safety. Independently perform heavy lifting (50+ lbs) regularly

2. Conduct physical inspections of facilities to ensure all HUD requirements are met for minimum housing standards. Maintain a preventative maintenance log for all HVAC, fire safety, and plumbing systems.  Assist with semi-annual and annual facility evaluations to document the condition of all owned and leased assets.

3. Assist the Kitchen Manager by understanding Health Department Guidelines and managing heavy food pickups/deliveries. Coordinate with the Volunteer Coordinator to lead "workday" teams for facility upkeep projects.

4. Ensure all clients of The Journey Home follow established facility rules and housing policies to maintain a safe environment to maintain compliance with signed lease agreements. Act as the secondary point of contact for operational issues involving clients, addressing violations or safety concerns immediately and professionally.

5. Lead the physical setup, breakdown, and upkeep of the Coldest Nights emergency shelter. Responsible for the hiring of seasonal employees for the Coldest Nights season. Maintain a schedule of shifts to ensure all open nights are sufficiently covered by paid staff, transportation arrangements to and from TJH are supported along with meals for clients and identifying which location meals are to be provided.

6. Proficiency with power tools, ladders, and moving equipment (dollies, straps). Trade Knowledge Basic competency in carpentry, plumbing, and electrical troubleshooting. Stamina Ability to be on your feet for 8+ hours and work in various weather conditions. Transportation Ability to operate larger vehicles (vans/box trucks) for donation pickups and food transport.

7. Valid Tennessee Drivers license with no restrictions. Employment is contingent on successfully passing a criminal background check.  




































Rev. 11/11
A Christian Outreach Serving the Homeless and Disadvantaged.

PO Box 331025 | Murfreesboro, Tennessee 37133 | LoveGodServePeople.org | 615.624.4347
A Christian Outreach Serving the Homeless and Disadvantaged.

PO Box 331025 | Murfreesboro, Tennessee 37133 | LoveGodServePeople.org | 615.809.2644

image1.jpeg




