
 

SHIFT SUPERVISOR  
JOB DESCRIPTION 

 

 Heartland Girls Ranch is located in Benson, MN approximately 150 miles from the Twin Cities and 30 miles west of 

Willmar, MN. Founded in 1992, HGR is licensed by the MN Department of Corrections to work with girls, ages 12-21 

years of age; and on average, serves 70 girls each year.  HGR is a group home that provides housing, supportive services, 

mental health support, equine programming and a dedicated school for the girls in our program. Girls referred to HGR 

are considered at-risk or have been victims of sex trafficking, sexual /physical/verbal abuse and/or are dealing with a 

variety of emotional, behavioral and mental health issues. HGR has capacity of 24 beds in the main facility and 8 beds in 

the HFF House.  

Our Motto: “Healing Youth and Building Lives through Success” signifies our commitment to providing a safe place for 

girls to experience success. 

 

Position Title:   Shift Supervisor     

Position Type:     Full Time    

Reports to:            Main Program Manager, Administrator          

Other Contacts:    Residents, Staff, Family Members, Guardians, County Workers, Attorneys, School Personnel 

               Summary:          To coordinate and supervise the daily activities at the Ranch Main Program. To supervise, train and     

coordinate the staff on shift. To ensure all documentation and requirements are completed on shift and 

communicated to administrative staff in a timely fashion.   To facilitate and assist up to 2 residents on 

your case load to successfully move through the program. To ensure that the daily needs of all residents 

are met through teaching, advising, and counseling in such a way as to encourage residents to attain the 

greatest degree of success and positive change, while holding girls accountable to appropriate behaviors 

and expectations.      

            Philosophy:          All staff are responsible for knowing and carrying out the philosophy and purpose of the Heartland Girls' 

Ranch as determined by the Board of Directors. This includes developing a functional strength-based 

relationship with residents and helping to foster an environment that encourages high quality 

experiential learning that encourages and nurtures girls, providing opportunities to gain self-esteem 

through experiencing success and facing consequences for their own individual choices. 

Primary Duties and Responsibilities:  

 Check in with the Program Manager prior to shift to ensure needed information is gained to effectively plan 

shift. 

 Pick up mail and any other items from Office Coordinator/Program Assistant to distribute at Ranch house. 



 Plan, coordinate, assign duties and communicate each shift effectively to ensure the safety of staff and 

residents.  

 Ensure medications are managed and dispensed to residents in a safe and timely manner. 

 The Shift Supervisor will handle emergency situations, make the decision as to when to use restrictive 

procedures with a resident, ensure the completion of supporting documentation and ensure all notifications are 

completed as needed to on-call staff, parents/guardians and county workers. 

 Assist in training new staff and facilitate on-going training of staff on their shift including providing directives and 

feedback to ensure safe and effective dealings with residents and other staff. 

 Responsible for ensuring the completion of Incident Reports, behavior documentation, logging and all other 

paperwork prior to the end of shift. 

 Responsible to report any staff or resident concerns to the Program Manager. 

 Responsible to complete staff evaluations as assigned in a timely fashion. 

 Plans, organizes, writes and monitors goals and expectations for up to two assigned residents according to the 

residents Individual Treatment Plan.  

 Meets regularly with the Case Manager to ensure that Individual treatment Plan is being followed. 

 Responsible to attend and report their residents progress at Resident Staffing’s  and assist the resident to self-

report and advocate for herself at the these meetings.  Also responsible to report the resident’s progress and 

needs at staff meetings. 

 Serve as advocate and “point person” for your resident when it comes to special needs such as court 

appointments, clothing needs/shopping, birthday plans, and graduation ceremony. 

 Facilitate educational groups and evening check-in groups as assigned. 

 Assist in the planning of, and participate in recreation/leisure activities, special events and activities such as 

resident retreats, field trips, ski trips, summer workshops and other seasonal activities.   

         Additional Duties & Responsibilities:       

 Required to attend weekly staff meetings. 

 Monitor all residents’ activity to ensure compliance with HGR policies and procedures regarding 

health and safety. 

 Responsible for monitoring residents for illness and injury and following proper procedures in 

caring for and reporting these to the nurse or supervisor.   

 May also be responsible for transporting residents to and from medical appointments. 

 Responsible for being knowledgeable about each resident’s Individual Treatment Plan and goals, 

and for documenting all progress on goals and expectations in a timely and accurate manner. This 

Includes completing all required documentation such as resident logging and special incidents. 

 Responsible for ensuring the house is maintained in a neat, clean and safe fashion and will do 

his/her part in maintaining the home and ensuring that the residents do their part in keeping the 

home and grounds in a neat, clean and safe manner. 

 Responsible for maintaining appropriate boundaries and balanced relationships with all residents 

and staff at HGR.  

 Staff is responsible for maintaining a functional positive relationship with parents, schools, 

employers and social service agencies. 

 If designated, staff is responsible to meet the dietary needs of the residents, by ensuring that they 

have well balanced, nutritious, well prepared meals that meet the individual’s dietary restrictions 

and needs. Staff is responsible to follow the pre-prepared menu. 

 Staff are expected to accurately log their hours of work (if applicable).   



 Staff are expected to be on time and to work their entire shift.  Staff are to monitor their overtime 

and only work overtime that has been approved by their Supervisor. 

 Other responsibilities assigned. 

              Additional Requirements (HGR will train as appropriate): 

 Responsible for attending in-service, workshops and continuing education to complete 24 hours yearly, being CPR and 

First Aid certified and participate in restraint and medication training as required. 

 Driver's License and ability to transport residents in an HGR vehicle. 

 Staff is responsible for ensuring that the confidentiality of all residents, guardians and family members are respected 

and kept. 

 Responsible for being knowledgeable of the Minnesota Department of Corrections licensing rules and to meet the 

requirements for the program and for expectations of programming (will train).   

 Responsible for knowing, following and ensuring implementation of all regulations under which Heartland Ranch are 

governed.  Specifically the Maltreatment of Minors Act, Physical Restraint and Children’s Residential Facilities Chapter 

2960 (will train). 

 Responsible for ensuring that the resident’s rights to confidentiality are protected as determined by the Minnesota Data 

Practices Act (will train).   

 All employees of Heartland Ranch are mandated reporters.  Staff will follow all procedures for mandated reporting in a 

professional, timely, and accurate way.  Staff are expected to have a sound knowledge of what is required by being a 

mandated reporter and will adhere to these requirements (will train). 

 Staff are expected to act professionally at the Ranch and in the community and to present themselves in a neat, clean 

and well-maintained manner.   

         Qualifications:         

 Bachelor of Arts or Science in psychology, sociology or a related human service field or a combined 4 years college 

coursework and/or experience in human services or related experience. 

 At least 1 year of staff supervisory experience.  

 Ability to communicate with, motivate, instruct, guide and counsel individuals who are considered at-risk and 

challenging. 

 Ability to effectively communicate and engage volunteers, residents, partners, and community members and effectively 

promote the Heartland Girls' Ranch in a positive light to the community, agencies and the courts. 

  Ability to coordinate and supervise staff in the operations of the HGR program.   

 Ability to communicate clearly and effectively through verbal and written methods.  

  Ability to manage an assaultive or physically aggressive resident (with training provided) if the need arises and the 

ability to be certified and maintain certification in CPR and First Aid.   

 Ability to motivate people and maintain functional positive working relationships with co-workers by using strength-

based approaches and modeling appropriate problem solving skills. 

 Knowledge of word processing programs and basic Microsoft Office programs. 

 Desire and ability to set personal goals to improve on one's self, including a priority for self-care.   

                                           Employee’s Name: __________________________________ 

                                           Date Employment Began: ____________________________ 

              Employee’s Signature: _________________________________ Date: ___________________ 

             Supervisor’s Signature: ________________________________ Date: ___________________ 


