
 
Job Title:   Safe House Supervisor  

 

Femili PNG is a local NGO with its headquarter in Lae that runs Case Management Centres, which 

work closely with other stakeholders to deliver services to survivors of family and sexual violence 

and child abuse. Our target population are women, men or children who are survivors of intimate 

partner violence, sexual violence and/or child abuse. We seek an exceptional individual for an 

exceptional job. This position is for someone with experience and passion.  

 

Objective: To provide supervision and support to the clients of the Bel Isi Ples Safe House.  

Reports to: Safe House Manager 

Liaises with: Case Work Manager, Security and Logistics Officer, Administrator and Human 

Resources Officer, Information Officer, Safe House Guards, and Safe House Support 

Worker.  

Location: Port Moresby, PNG 

Qualifications, experience, and desired characteristics: 

 

 Degree in Social Work, Psychology, Human Services, or related field, or equivalent 

experience.  

 Prior work experience in a Safe House would be highly regarded. 

 Excellent crisis intervention, anger, conflict and security management skills. 

 Hard working and willing to stay at the Safe House overnight, according to the roster.  

 Solid understanding and sensitivity to the circumstances of family violence and sexual assault 

survivors.  

 Fluency in various PNG languages other than Pidgin and English is a plus. 

 Strong and teamwork skills. 

 Ability to maintain clear personal and professional boundaries.  

 Ability to work effectively in a stressful and demanding environment.  

 Basic computer skills, ability to record accurate clients’ information and staff documentation. 

 Ability to effectively interact with clients, co-workers, and visitors with diverse ethnic and 

cultural backgrounds and treat everyone with respect, dignity, and compassion. 

 CPR/First Aid certified or willingness to secure after hire.  

 Strong commitment to Femili PNG’s vision, mission, and values 

 

 

Duties and Responsibilities: 

1. Risk and Security Management 

 Ensure that client’s confidentially and privacy are upheld at all times. 

 Liaise with BSP security personnel assigned at the Safe House. 

 Monitor Safe House safety at all hours, ensure that all relevant security entrance and exit are 

locked.  

 Ensure that staff and clients are following the security protocols at all times.  

 Provide security orientation to new clients and others as required by the Safe House 

Manager. 



 Implement Safe House security procedures; monitor and maintain safe and supportive 

environment within the safe house at all times.  

 Report any security incidents to Security and Logistics Officer and the Safe House Manager.  

 Ensure that all sharp objects and hazardous items are out of reach to children and clientsat 

all times.  

 Document all security incidents in the security log book. 

 Liaise with the Medical Officer on health issues of client for timely medical care. 

 

2. Safe House Coverage, Client Reception and Client Orientation 

 Work a 3 days on/3 days off roster. While on duty you will live on site at the Safe House in 

the residential supervisor’s apartment. 

 Warmly welcome clients who arrive (at any hour), assess their needs and assist accordingly 

eg. Provide food, children’s items, personal items, guide clients to their room and provide 

basic medication if needed. 

 Provide orientation to clients on Safe House rules and regulations and security procedures. If 

client arrives at late hours or is assessed to be exhausted or too traumatised, orientation to be 

done when the client is psychologically and emotionally stable.  

 Inform the Safe House Manager of newly admitted clients for case screening and intake 

schedule.  

 Receive calls from business subscribers or service partners for inquiries and client referrals.  

 Ensure all Safe House clients receive required screening and services: intake upon admission, 

psychological first aid and counselling, information provision, case management, crisis and 

safety intervention, recreation and traditional life skills activities, children’ services and 

referrals. 

 

3. Safe House Activities, Communication and Shared Living 

 Facilitate effective communication among Safe House clients and promote constructive 

mechanisms for coping with shared living arrangements.  

 Help clients to work through conflict and personal differences with others living in the safe 

house.  

 Facilitate, daily Safe House schedule and weekly client meetingsand case updates. 

 Guide clients with the Safe House orientation, routines, and in following procedures. 

 Focal person in all Safe House chores and Safe House activities (skills such as sewing, 

baking, cooking, and knitting) for non-working clients.  

 Ensure that children’s space is respected, safe and all activities for children are supervised. 

 Ensure that any television programs or movies being viewed in the recreation area are 

suitable (no violence or inappropriate content). 

 Inform Safe House Manager immediately whenever issues arise involving Safe House 

clients. 

 Support Safe House clients in achieving their goal in accordance with Femili PNG 

guidelines and policies.  

 Communicate observations and interactions with clients to respective Case Workers through 

daily follow-up form. 

 

4. Safe House Cleanliness and Maintenance 

 Monitor proper functioning of the safe house facility; ensure it is clean at all times, food and 

stock supplies are sufficient and equipment/furniture is complete and operational.  

 Liaise with the Logistics and Security Officer regarding any damaged equipment and 

complete incident report accordingly.  

 Help to keep shared spaces orderly and take part in office-related light cleaning chores as 

assigned. 

 Implement Safe House activity schedule; assign specific clients to complete certain tasks 



routinely and equally e.g. food preparation and cooking.  

 

5. General Responsibilities:  

 Participate in regular supervision with the appropriate supervisor. Attend and actively 

participate in staff meetings, supervision and trainings as directed.  

 Maintain a positive cooperative work approach and foster teamwork among co-workers.  

 Submit reports/statistics in a timely manner; monthly, quarterly, and annually as needed. 

 Uphold Femili PNG’s mission, vision, objectives, and work ethics. 

 Complete all duties as assigned and other duties as required. 

I have read my job description and I understand the duties described herein. 

 

 

HOW TO APPLY? 

Your application should include your resume with contact details of three referees, cover letter 

explaining how you meet the position criteria, and a copy of your recent police clearance.  

 

Applications can be addressed to HR Manager, Femili PNG Port Moresby and emailed to 

recuitment@femilipng.org  

 

Applications close on 27th January 2023. 

 

You can download the full position description on: http://www.femilipng.org/recruitment/  

 

Femili PNG is committed to the protection of children and our recruitment procedures reflect this.  

Femili PNG is committed to fostering an inclusive work environment for all people and encourages 

applications from people with a disability. 
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