
 

 

JOB DESCRIPTION 
 

Job Title:  House Manager 

FLSA Status:  Exempt 

Reports To:  Residential Director 

Date: June 2026   
 

Cornerstone Ranch is a faith-based nonprofit organization serving adults with special needs through full-time 
residential care and a purpose-driven day program. Guided by our mission, “to empower adults with special 
needs to live the abundant life they were created for,” we create a safe, supportive, and Christ-centered 
environment where individuals can grow, build community, and live with dignity, purpose, and belonging. 
 

JOB OVERVIEW​  
 

The House Manager at Cornerstone Ranch is responsible for creating and maintaining a safe, supportive, and 
Christ-centered home environment for adults with special needs. This live-in position provides a unique 
opportunity to build meaningful relationships with residents, walking alongside them in daily life and 
empowering them to grow, thrive, and experience life to its fullest. 

Residing in one of the residential homes on campus, the House Manager provides day-to-day leadership and 
oversight of the home, supports residents in activities of daily living, and cultivates a family-oriented 
atmosphere grounded in respect, dignity, inclusion, and compassionate care. The House Manager also ensures 
compliance with all applicable state licensing requirements, policies, and procedures, maintaining the highest 
standards of safety, care, and service. 

As a key member of the Cornerstone Ranch community, the House Manager is expected to exemplify and 
uphold the organization's Christ-centered mission and values. This role embraces a holistic approach to care, 
recognizing that supporting residents extends beyond meeting physical needs to fostering spiritual growth, 
encouraging meaningful relationships, promoting interdependence, and enhancing each resident's overall 
well-being and quality of life. 

The House Manager position is a full-time, salaried role that offers a unique combination of meaningful work 
and exceptional benefits. In addition to medical and retirement benefits, this position includes five weeks of 
paid time off, complimentary on-campus housing and utilities, counseling reimbursement, paid sabbatical 
opportunities and more. Cornerstone Ranch is committed to supporting our team members both professionally 
and personally, recognizing the vital role they play in enriching the lives of our residents. House Manager 
salaries vary depending on level of education and years of experience. Salary ranges from $42,000-$59,000 
with the opportunity for a merit based salary increase based on annual performance evaluations and the 
organization's financial standing.  
 

WORK EXPECTATIONS 
 

●​ Live at Cornerstone Ranch 
●​ Treat residents with respect and dignity providing quality care at all times 
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House Manager 

●​ Full-time with a minimum of 40 hours a week  
●​ Uphold the faith-based values and mission of Cornerstone Ranch 
●​ Set work schedules are established with flexibility needed based on program and resident needs 
●​ Additional hours may be added for program needs, grocery shopping, staff meetings, staff training, 

event support, etc. 
●​ Expected to stay on the Resident side of the home while on duty with limited time in personal home 

during work hours in order to stay engaged and involved in resident care 
●​ Required to attend monthly all-staff meetings and weekly residential staff meetings 
●​ Required to attend resident annual and interim meetings as needed 
●​ Required to attend annual staff retreat 
●​ Be on time for scheduled hours of work and plan for scheduled absences ahead of time 
●​ Follows policies and procedures for medication administration 
●​ Able to work independently and in a team environment to effectively promote the mission and vision 

of Cornerstone Ranch 
●​ Consistently displays and strives to grow in the core values of Cornerstone Ranch  
●​ Represent Cornerstone Ranch in a professional and dignified manner at all times 
●​ Dress appropriately for the workplace environment 
●​ Be courteous and maintain a positive, helpful attitude towards residents and staff 
●​ Maintain confidentiality 
●​ Steward company resources well 
●​ Be flexible with job and task assignments 
●​ Communicate openly and effectively with supervisor and team members 

 
RESPONSIBILITIES 
STATE LICENSING 

●​ Attend required annual State licensing training. 
●​ Stay up to date on changes to applicable State regulations. 
●​ Complete all assigned House Manager tasks related to state licensing under the direction of the 

Residential Director. 
●​ Be prepared to lead the State Survey process of the home if the State comes during shift or as assigned 

by Director. 
 

RESIDENT SUPERVISION & CARE 
●​ Lead in creating and providing a healthy, loving, Christ-centered family atmosphere in the home. 
●​ Assist residents in basic ADL’s (Activities of Daily Living) as needed including: hygiene, bathing, dressing, 

toileting, eating, and mobility/transferring.  
●​ Plan and prepare meals for the residents. 
●​ Administer medication based on doctors orders and nurse delegation. 
●​ Assist with meeting resident medical needs to include basic first aid, care when sick, and transportation 

to medical appointments as assigned and when needed. 
●​ Document significant health changes and signs of illness and notify the care team. 
●​ Provide assistance with room upkeep and laundry. 
●​ Provide emotional and behavioral support and encourage social engagement. 
●​ Document any significant behavioral and emotional changes and notify the care team. 
●​ Effectively implement sound behavior management support and techniques for residents, offering 

person-centered coaching with a growth mindset. 
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●​ Plan and execute on-site and off-site activities and programming for residents, including holiday, 
birthday, and other miscellaneous parties. 

●​ Effectively lead and safely transport residents in community and extracurricular activities and events.  
●​ Provide transportation to non-medical appointments and to the airport as needed. 
●​ Advocate for and respect the rights and privacy of each resident. 
●​ Assist with mobility and transfer if applicable and take all fall risk precautions. 
●​ Follow universal precautions and infection control measures. 

 

RESIDENT SPIRITUAL DEVELOPMENT 
●​ Plan and lead meaningful devotions with the residents. 
●​ Actively infuse the Christian faith, principles, and values into everyday life. 
●​ Act as a role model and mentor to the residents and staff. 
●​ Encourage, disciple and pray for residents as needed. 
●​ Strive to empower both residents and staff to experience the abundant life they were created for. 

 

PROGRAM & HOUSEHOLD MANAGEMENT 
●​ Ensure the house is kept clean and in order.  Follow provided routine cleaning schedules. 
●​ Complete routine house and life safety checks per State requirements. 
●​ Assume responsibility for minor house and lawn maintenance. 
●​ Meal planning, preparation, and clean up.   
●​ Oversee or assign menu planning and grocery shopping. 
●​ Oversee household and resident needs by purchasing needed supplies. 
●​ Create a welcoming environment for residents, resident friends and family, volunteers, and visitors. 
●​ Notify Facilities Manager of home and grounds maintenance/repair needs. 
●​ Communicate regularly with the Resident Care Coordinator regarding resident care. 
●​ Communicate with resident parents about schedules, upcoming events, and the progress and needs of 

the residents. 
●​ Participate in residential admissions meetings, annual reviews, and interim care meetings as assigned. 
●​ Be a key member in onboarding and training new staff as assigned by the Residential Director. 
●​ Provide consultation, feedback, and communicate with residential staff on a regular basis. 
●​ Complete required fire and disaster drills and provide support and training to residents and other staff. 
●​ Lead fire drills and other emergency evacuation procedures. 
●​ In collaboration with other residential staff; research, initiate and seek out new activities and programs 

that could enrich the program. 
●​ Lead volunteers in how to interact with and support the residents during planned activities. 
●​ Assist and support residential staff with projects and tasks as needed. 

 

ADMINISTRATIVE 
●​ Timely and accurately complete all documentation and records, including but not limited to progress 

notes, behavior and observation notes, medication administration, and more. 
●​ Plan and create resident schedules and activities and share with the residential team. 
●​ Submit timesheets and time off requests/swaps within required timeline. 
●​ Upload receipts for all expenses within the required timeline. 
●​ Participate in workshops, seminars, education programs and other activities that promote professional 

growth and development.  
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COMPETENCIES 
To perform the job successfully, an individual should demonstrate the following competencies.    

●​ Adaptability & cooperation 
●​ Integrity & dependability 
●​ Initiative & judgment 
●​ Stress management & interpersonal professionalism 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION AND EXPERIENCE 
Bachelor's degree from four-year college or university and two years related working or volunteer experience 
with people with IDD preferred, or equivalent combination of experience and education.  

 

REQUIRED CERTIFICATIONS 
●​ Assisted Living Manager Certification from a Preferred Training Provider for Texas Health and Human 

Services (HHSC). Can be obtained upon hire. 
●​ CPR/First Aid/AED Certification. Can be obtained upon hire. 

 

LANGUAGE SKILLS 
●​ Ability to read and interpret documents such as safety rules, operating and maintenance instructions 

and procedure manuals.   
●​ Possess verbal and written communication skills to write routine reports and correspondence.    
●​ Ability to effectively communicate with Ranchers, staff, parents/guardians and volunteers. 
●​ Well-versed in Person-Centered Language.  
 

REASONING ABILITY 
●​ Ability to solve practical problems and deal with conflict. 
●​ Understands and can implement basic instructional methods. 
●​ Ability to use critical thinking skills to assess the needs of Ranchers and take appropriate action when 

necessary. 
●​ Ability to analyze situations and make program changes in a timely and effective manner. 

 

OTHER KNOWLEDGE, SKILLS OR ABILITIES 
●​ Experience as DSP preferred. 
●​ Demonstrate care, compassion, and patience when working with adults with special needs. 
●​ Ability to be calm under pressure. 
●​ Ability to stay organized and prioritize. 
●​ Able to cook and prepare meals. 
●​ Competent computer skills, experience with Google Suite or Microsoft Office preferred. 
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●​ Experience with electronic medical charting preferred. 

●​ Knows the indicators of abuse, neglect, and exploitation, and appropriate reporting and documentation 
procedures preferred. 

●​ Demonstrate the ability to: 
i.​ Be appropriately firm, flexible, and patient with residents. 

ii.​ Praise and reward appropriate behaviors and redirect inappropriate behaviors. 
iii.​ Employ preventive and de-escalation techniques in crisis intervention. 
iv.​ Show appreciation and appropriate affection consistent with professional boundaries to 

residents without the gesture being misinterpreted. 
 

CREDENTIALS 
●​ Maintain current licenses and certificates required for the position including but not limited to: ALF 

Manager, First Aid, CPR, Emergency Behavior Intervention, etc. 
●​ Possess a valid Texas drivers’ license, work eligibility status and have a good driving record.  
●​ Provide proof of work eligibility status upon request. 
●​ Must pass all pre-employment background checks including: Criminal History, Employee Misconduct, 

Nurse’s Aide Registry, driving check and pass annual background checks. 
●​ Pass a pre-employment drug screen and random drug screening throughout employment. 

 
 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 

●​ The employee must frequently lift and/or move up to 25 pounds.  While performing the duties of this 
Job, the employee is regularly required to sit; reach with hands and arms and talk or hear. The 
employee is frequently required to stand and walk. The employee is occasionally required to climb or 
balance and stoop, kneel, crouch, or crawl. 

●​ While medical training in transfers and bed mobility is not required, any staff working directly with 

residents must be able to physically support residents in an emergency evacuation or during activities 

of daily living. This may include lifting, pivoting, or carrying. 

 

This job description should not be construed to imply that these requirements are the exclusive standards of the 
position. Incumbent will follow any other instructions, and perform any other related duties, as may be required 
of by the supervisor. 
 

 

__________________________________           ________________________________             _________ 

Acknowledged: Employee Full Name​                Employee Signature: ​ ​ ​            Date: 

 

__________________________________           ________________________________             _________ 

CR Representative Full Name​ ​                CR Representative Signature: ​ ​            Date: 

 
*Signature confirms the employee presented with and understands position description and agrees that he or she can perform the 
essential functions of the job with or without reasonable accommodation in accordance with the Americans with Disabilities Act of 
1990. 
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