
T R A N S M I T T A L  M E M O R A N D U M 

TO: The Honorable Mayor and City Council 

FROM:  Lacey G. Simpson, Acting City Manager 

DATE: September 26, 2022 

RE: Update from First City Homeless Services on Operations and Occupation 
of 632 Park Avenue (Park Avenue Safe Shelter) 

At its meeting of April 7, 2022, the City Council authorized 2022 Humanitarian Services 
Grant Program Funding in the amount of $125,000 to First City Homeless Services (FCHS). As 
the City Council will recall, four objectives were established that must be completed by FCHS 
Services in order for full funding to be remitted by the City. These objectives are as follows: 

1. Job descriptions drafted for all staff
2. Enter pertinent First City Homeless Services data into the Alaska Homeless

Management Information System (AKHMIS) database
3. Update handbook of FCHS policies and procedures
4. Train FCHS staff including but not limited to appropriate de-escalation techniques

At the April 7, 2022 meeting, the City Council determined that Objective No. 4 had been 
met and authorized initial funding in the amount of $84,500, with the remaining $40,500 in 
funding to be released upon completion of the remaining objectives, each representing $13,500 
in grant funding.  

At its September 1, 2022 meeting, the City Council received a presentation and update 
from First City Homeless Services on its operations within the 632 Park Avenue facility (Park 
Avenue Safe Shelter, or PASS) and progress toward meeting the established objectives. At that 
time, FCHS provided the City Council with the shelter’s Operations Policy and Procedures 
Manual, the guest handbook, and a log of the mandatory trainings completed by FCHS staff. 
The City Council requested that FCHS representatives provide an update on their progress at 
the October 6, 2022 meeting, at which time the City Council may determine if the remaining 
objectives have been met and authorize the release of additional grant funding.   

Attached for City Council review is information provided by First City Homeless Services, 
including: 

• Job descriptions for all staff
• Updated Operations Policy and Procedures Manual
• Updated trainings completed by staff

Representatives of First City Homeless Services will attend the City Council meeting of 
October 6, 2022, in order to address any questions and/or concerns that Councilmembers may 
have. 
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Job title: Chief Executive Officer of First City Homeless Services   
Job type: Full time  
Reports to: Board of Directors  
          
 
POSITION SUMMARY:         
We are searching for a dynamic and experienced leader to join our organization in the role of 
Chief Executive Officer. The Chief Executive Officer will work closely with the Board of 
Directors, serving as a managing director of day-to-day operations of First City Homeless 
Services (FCHS). This includes overseeing the entire organization's administration, programs, 
and strategic plan.  
 
The Chief Executive Officer is responsible for all aspects of successfully running an adult low-
barrier emergency housing focused Shelter and all its programming, operations, performance, 
contract compliance, supervision, and growth of the shelter program. Currently, this position 
supervises 10-15 shelter employees and ensures that the shelter is being safely staffed, run, and 
maintained.  
 
The Chief Executive Officer will embody FCHS's mission to offer safe, non-judgmental access 
to shelter for individuals experiencing homelessness while providing a pathway to self-
sufficiency in all work done for, or on behalf of, the FCHS. 
 
ESSENTIAL RESPONSIBILITIES: 
LEADERSHIP AND MANAGEMENT: 

• Ensure ongoing programmatic excellence, program evaluation, and consistent finance, 
fundraising, communications, and systems quality.  

• Actively engage and energize FCHS's Board of Directors, community providers, 
partnering organization supporters, and general community members at large. 

• Represent FCHS to its stakeholders and the larger community at special events, 
strategically selected professional meetings, and public functions.  

• Oversee HMIS data entry and analyze data quarterly to ensure program effectiveness; 
regularly evaluate program components to measure success that can be effectively 
communicated to board, funders and community. 

• Work with consultants on current organizational documents being created; Shelter 
Handbook for shelter guests, Shelter Operations Manual for staff, and future needed 
documents such as Personnel Policies and Protocols, Board infrastructure documents, 
Fund Development Plan, and Strategic Plan. Annually review and revise (if necessary) all 
documents for Board review and approval. 

• Once the Strategic Plan is complete and approved by the Board, recommend timelines 
and resources needed to achieve the organization's strategic goals.  

 



 
 

FINANCIAL PERFORMANCE & VIABILITY: 
• Responsible for the fiscal integrity of FCHS, including submission to the Board of the 

proposed annual budget and monthly financial statements, which accurately reflect the 
organization's financial condition. 

• Work with consultants to create a financial accounting structure for FCHS and annual 
budget format.   

• Utilize sound financial practices to expand revenue-generating and fundraising activities 
to support existing program operations. 

• Ensure the organization operates within budget guidelines. 
 
COMMUNITY NETWORKING: 

• Build partnerships in the non-profit community to enhance the image and role of FCHS. 
• Build relationships among medical, judicial, and borough partners to increase FCHS's 

Shelter's ability to respond to shelter incidents rapidly should they occur.  
 
ACTUAL JOB RESPONSIBILITIES: 

• Serve as FCHS's primary spokesperson to the organization's constituents, the media, and 
the general public.  

• Oversee all aspects of the day-to-day operations of the FCHS Shelter.  
• Report to and work closely with the Board of Directors to create policy, raise funds, and 

increase the overall visibility of FCHS throughout the borough.  
• Establish and maintain relationships with various organizations throughout the borough 

and use those relationships to enhance FCHS's mission strategically. 
• Attend monthly Board of Directors and board committee meetings; provide financial and 

other information in preparation as requested and/or needed to keep Board fully informed 
on the condition of FCHS and all important factors impacting the organization. 

• Hire, lead, coach, develop and retain FCHS's Shelter staff. 
• Manage 24/7 staff coverage of FCHS's Shelter. 
• Coordinate all training necessary for staff to do their jobs safely and successfully.  
• Once written, develop, implement, and oversee the annual board budget, program 

operations, and approved strategic plan. 
• Ensure financial success, and fund development outcomes of all Board approved 

development plans. 
• Ensure FCHS compliance with all applicable federal, state, and local regulations and 

laws. 
• Abide by all FCHS policies, procedures, and by-laws. 
• Other duties as assigned by the Board of Directors. 

 

MINIMUM REQUIREMENTS:  
• A Bachelor's degree from an accredited college or university in non-profit management, 

public administration, business administration or related discipline, or equivalent work 
experience.  

• Previous management experience leading a donor-supported, non-profit organization OR 
previous management experience. 

• Strong written and verbal communication skills; persuasive and passionate communicator 
with excellent interpersonal skills. 



 
 

• Must have strong organizational abilities, including planning, delegating, program 
development, and task facilitation. 

• Must have a valid Alaska Driver's License and proof of insurance. 
 
TRAVEL REQUIREMENTS: 

• Travel may be necessary occasionally for FCHS business and training purposes.  
 
PREFERRED QUALIFICATIONS: 

• Past success working with a Board of Directors. 
• Marketing, communications, and fundraising experience. 
• Action-oriented, entrepreneurial, adaptable, and innovative. 
• Experience with individuals experiencing homelessness or personal experience of 

homelessness.  
• Current or previous experience with FCHS as an employee, board member, or volunteer. 

 
COMPETENCIES: 

• Knowledge of best-practices non-profit organization management and operations, 
including budgeting and financial reporting, fundraising, grant writing, volunteer and 
donor relations, and community engagement. 

• Ability to project professionalism and promote the FCHS's mission and programs, 
consistently displaying integrity and model behavior. 

• Ability to work effectively in collaboration with diverse groups of people from a wide 
range of cultures, faiths, beliefs, experiences, lifestyles, and practices. 

• Ability to manage direct phone and email communications and delegate effectively and 
professionally as needed. 

• Capable of influencing and enabling change without negatively impacting the 
organization or strain between staff and the Board. 

 
PHYSICAL REQUIREMENTS: 

• Job is performed in a shelter setting with extended periods of standing, sitting, and 
exposure to computer screens and requires extensive use of a computer, keyboard, and 
mouse. The work described herein is primarily a modern shelter setting. 

 









































































































              First City Haven Mandatory Employee Training  
 

 

These are the dated from the most recent training, it does not reflect the number of times the employee has 
been trained.  

*= training has been paid for and employee is currently working on completing  

All blanks are being worked on in order of priority and availability.  

 

Employee: 
 

Mental 
Health 

First Aid 

CPR/First 
Aid/AED 

Blood 
Borne 

Pathogens 
Narcan 

De-
escalation 

 

Food 
Handlers 

Manager on 
Duty  3/5/22 3/22 3/22 8/30/22 3/17/22 2021 

Manager on 
Duty  3/5/22 8/30/22 8/30/22 8/30/22 8/28/22 2020 

Shelter 
Attendant   8/31/22 8/31/22 8/30/22 8/28/22  

Shelter 
Attendant  9/4/22 9/4/22 8/30/22 3/17/22  

Shelter 
Attendant 3/5/22 8/30/22 8/30/22 8/30/22 3/17/22 

8/28/22 2019 

Shelter 
Attendant  9/4/2022 9/4/22 8/30/22 8/28/22  

Manager on 
Duty  3/5/22      8/31/22 8/31/22 8/30/22 3/17/22 

8/28/22 2022 

Security   3/22 3/22 8/30 3/17/22 X 

Shelter 
Attendant   9/6/22 9/6/22 8/30/22 8/28/22  

Development 
and  

Communications 
 

Remote 
Worker X X X X X 

Shelter 
Attendant   8/30/22 8/30/22 8/30/22 8/28/22 2021 

Shelter 
Attendant   9/1/22 9/2/22 8/30/22   

CEO  3/5/22 8/30/22 8/30/2 12/21 3/17/22  



              First City Haven Mandatory Employee Training  
 

Trainers: 
Ketchikan Police Department- De-escalation Training  

National CPR Foundation- CPR/Bloodborne Pathogens/AED 

Food Handlers- State of Alaska  

Narcan- Ketchikan Wellness Coalition/Deborah Asper  

Mental Health First Aid- Ketchikan Wellness Coalition/ Romanda Simpson  
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NEW BUSINESS 

Update and Presentation from First City Homeless Services on 
Operations and Occupation of 632 Park Avenue (Park Avenue 
Safe Shelter) 

Jessica Pilcher, Board Chair of First City Homeless Services (FCHS) introduced Deborah Asper 
as their new CEO. She cited the mission, core values and history of the First City Homeless Shelter. 
She stated the shelter addresses hunger by providing two meals per day, seven days a week, and a 
brown bag lunch on Saturdays. She informed they provide fifty beds with an average of twenty-
eight people per night. She stated their progress, what they have in motion for the patrons, and 
what they have addressed as far as complaints from the neighborhood.  

Jessica Pilcher and Deborah Asper answered questions from the Council. 

Police Chief Walls, Fire Chief Hines and Fire Marshal O’Sullivan answered questions from the 
Council. 
 
Acting City Manager Simpson stated FCHS has yet to meet the last three objectives in order for 
the shelter to get the remaining $40,500 grant funding. 
 
After a lengthy discussion ensued the following points were made by Councilmembers: 
 

 Board to take greater ownership in being proactive about addressing potential issues. 
 Implement staff training. 
 Board to be more proactive and knowledgeable about the facility and surrounding area. 
 Completion of the Procedure Manual. 
 FSHS staff to return at the first meeting in October to update the Council on their progress. 

 
Acting City Manager Simpson said from what she has heard the following still needs to be 
completed: 

 Job descriptions. 
 Enter pertinent information into the Alaska Homeless Management System database. 
 Update the handbook of the shelter’s policy and procedures. 

City Attorney Seaver answered questions regarding the lease agreement and the community grant 
contract. 
 
Ms. Asper stated she would work on all these requests and return at a future meeting in October 
with an update. 
 
The video for this presentation and discussion can be found at: 
https://ketchikan.primegov.com/Portal/Meeting?meetingTemplateId=2768  
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Operations and Occupation of 632 Park Avenue (Park Avenue p
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