
 
 

Position Title:   Veteran Logistics Coordinator                      
Date Revised:    April 2018  
Department:     Operations                 
Exemption:   Non-Exempt 
Supervisor:   Lead Logistics Coordinator                  
 
*Note: There is a Veteran Logistics Coordinator position and a Lead Veteran Logistics Coordinator position 
as of this writing. This position focuses more on Veteran-centered services and the transitional living areas, 
as below. However, both positions may be interchangeable in some respects and support each other in all 
areas. 
 
Job Summary: 
The Coordinator works directly for the Lead Logistics Coordinator and in conjunction with the Operations 
Shift Coordinators. The Logistics Coordinator is responsible for the day-to-day operation of all transitional 
living areas, including Resident Veteran belongings, laundry, cleanliness, and organization. The Coordinator 
must have the ability to interface successfully with all other Departments of the Center. Routinely, the 
Coordinator will provide services to hundreds of Residents, visitors, contractors, volunteers and other staff 
members. 
 
Responsibilities: 

 Enforce all safety regulations and initiate immediate action to rectify any safety hazards 

 Keep the Operations Department informed of all pertinent occurrences 

 Investigate incidents and unusual happenings, including random and for-cause locker searches. Handle 
these with tact and with the aim of preserving privacy and dignity, ensuring continuity in procedure, 
appropriate documentation and any remedial action needed 

 Inspect transitional living areas for safety and cleanliness; issue warning cards as needed. Track 
warnings in the database and provide all appropriate follow-up, including communication with case 
managers 

 Initiate and coordinate all pest control services in coordination with housekeeping and maintenance. 
This includes appropriate communication to all staff and residents 

 Handle all linen orders, exchanges and laundry for Center-owned items (i.e., sheets, towels etc.) 

 Initiate locker pulls as directed by Operations Manager or Intake Coordinator 

 Maintain records of locker pull storage retention 

 Act as back-up for intake coordination and Review Board processes, as well as shift supervisors when 
necessary  

 Contribute to incident reports and paperwork generated related to position; review all paperwork prior to 
submission to ensure it is clear, concise and complete 

 Maintain and operate the clothing store and clothing storage room 
 
Skills and Experience: 

 High School diploma, GED or equivalent 

 Knowledge of Center operations and policies and/or experience in a similar organization 

 Verbal and written communication skills appropriate to all levels of interaction at the Center. 



 
 Ability to work a flexible schedule as needed 

 
Essential Functions: 

 Operate a radio, phone and cellular phone as needed. 

 Navigate nine flights of stairs 

 Ability to stoop, crawl, lift or move 50 pounds 

 Possess computer skills sufficient for appropriate record keeping and communication 
 


