
 
 

 
Position Title: Public Safety, IT, and Transportation Coordinator  
Department: Transitions  
Supervisor: VP of Operations 
Supervises: Safety Resource Staff and Drivers  
Position Status: Full-Time Position 
Job Classification: Non-Exempt 
In compliance with the Fair Labor Standards Act, this position is classified as a nonexempt 

position, and the employee is eligible for overtime. Some evening and 
weekend hours may be required. 

 
 
POSITION SUMMARY 
  
Under the general supervision of the VP of Operations, this position performs a variety of duties 
to include supervision and training of safety staff and drivers. Ensures safety staff is covered 
24/7 and understands all duties placed upon them. Supervises front receptionist and drivers. 
Monitors food recovery program and coordinates pick-ups to ensure maximum food. 
Coordinates IT with contracted computer experts, doing what is possible from the user end. 
Updates and ensures safety and driver staff receive training required on rules and regulations. 
Coordinates laundry jobs program and ensures its smooth operation. Assists VP of Operations, 
VP of Programs, and the CEO where needed.  
 
ESSENTIAL DUTIES & RESPONSIBILITIES 
 
Public Safety 
 
➢ When in front lobby, greet all persons with compassion and patience.  Determine nature 

of visit and direct them to the proper staff member or agency to assist them. Ensure the 
safety staff does the same. 

➢ Supervise security staff and be the first point of contact for them if there is a shift 
concern, manning change, or other issues. 

➢ Provide training for security staff and ensure that they all know proper de-escalation 
techniques, etc., for working with clients 

➢ Supervise the receptionists and ensure they log in clients properly in HMIS and refer 
clients properly by HMIS #. Ensure HMIS licenses for them are maintained.  

➢ Check with Receptionist that the ban lists are updated daily and enforced. 
➢ Practice staff in trainings (ex. active shooter drills and safety protocols) as necessary and 

maintain emergency notification alarms.  
➢ Review security monitoring/video footage as necessary to aid investigations. 
➢ Recommend bans as requested to VP of Programs for incidents involving public safety or 

driver staff.  
 
Reports and Computers 
 



 

➢ Collect Late Workers Sign-In Logs weekly, scan and file in the Security/Public Safety 
Folder. 

➢ Update BAC Excel after reviewing logs. 
➢ Read Daily Security & Shift Log Reports to update the following Reports on Share Drive 

under Agency. Email EMS logs for VP of Programs. 
➢ Update Transitions Walk-Ins Excel Sheet. 
➢ Update CPD Calls in Excel Sheet. 
➢ Update Shower/Laundry Excel Sheet. 
➢ Shower, Laundry, CPD, EMS, Bus tickets, Client Walk-ins, report staff meeting as 

requested  
➢ Assists staff in resolving minor computer and printer issues before calling IT technicians. 
➢ Backups on portable hard drive for executive staff monthly. 
➢ Reset email passwords in Microsoft 365.  
➢ Notify Custom Cloud to set up computer passwords and emails for new employees 
➢ HMIS daily error report (252) for Emergency Program, monthly error reports (252 and 

315) for Programs, assist VP of Programs running reports as requested. Tracks Know 
Money Better class in HMIS and email results to VP of Programs. 

➢ Create Monthly Bed Lists.  
 
Drivers, Job Program, and Food Recovery Program 
 
➢ Supervise drivers and ensure they have proper licenses, perform operator vehicle 

maintenance, and know their routes. 
➢ Coordinate food pick-up with businesses, agencies, schools, and Fort Jackson. 
➢ Plan routes and coordinate times for pick-up. 
➢ Conduct jobs program laundry and ensure deliveries and pick-up of towels.  Coordinate 

with VP of Programs for clients to work in the program. 
➢ Coordinate driver routes and times to pick-up food from various locations. 
➢ Coordinate other transportation to support clients and activities.  

 
 
 
 
REQUIRED & PREFERRED QUALIFICATIONS 

 
Required Qualifications 
➢ Proficiency in Microsoft Excel, Word, Outlook, and related applications.  
➢ Associate Degree minimum.  
➢ Ability to organize prioritizes and meets deadlines. 
➢ Understanding of safety procedures and related experience. 
➢ IT understanding and ability to do basic computer operations to help contract experts 

over the phone or before they are called. 
➢ Demonstrated interpersonal and leadership skills; strong verbal and written 

communication skills. 
➢ Excellent follow-through and customer service skills. 
➢ High level of personal initiative and ability to work with minimal oversight. 
➢ Ability to talk to clients and determine where they need to go for help. 
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➢ Professional and respectful at all times. 
➢ Must be a team player. 

 
 
Preferred Qualifications 
➢ Police, security, or military background. 
➢ Bachelor’s Degree. 
➢ Experience in HMIS or the ability to use databases. 
➢ Experience in a similar position or in a non-profit organization. 
➢ Good memory of faces and names. 

 
SUPERVISOR AND/OR CONTACT INFORMATION 
Craig Currey 
CEO 
2025 Main Street / Columbia, SC 29201 
Email: CCurrey@transitionssc.org 
Website: www.transitionssc.org 
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