
 

Position: Shelter Data Specialist, Collier County 

Classification: Non-Exempt 

Division: HMIS 

Job Description: 

The primary duty of the Shelter Data Specialist (SDS) responsible for entering, updating, and maintaining 
client information in agency databases in a timely and accurately manner. The Shelter Data Specialist 
must be responsible and reliable; maintain confidentiality; and exhibit integrity, a high level of attention 
to detail, and a strong commitment to the mission and values of St. Matthews’s House and Collier 
County Hunger & Homeless Coalition (CCHHC). SDS will also be responsible for verifying/maintaining 
data entry into the Homeless Management Information System (HMIS) daily.  SDS will maintain an active 
ServicePoint license to complete data entry requirements.  This is a full-time position.  The hours for this 
position are Monday-Friday, 8:30AM-4:00PM. 

Essential Job Functions: 

 Work with persons presented at the single point of entry to verify homelessness. 
 Possess good written and verbal communication skills and be able to communicate with staff, 

participants, and referral partner in person, on the telephone and in writing. 
 Make appropriate referrals to homeless prevention services. 
 Travel REQUIRED from Naples to Immokalee. 
 Maintains outcome measurement for the data. 
 Maintain working knowledge of security procedures 
 Maintains client files, client evaluations, housing and employment search records, 

documentation of intakes and discharges, client corrective action, external correspondence, and 
other relevant information.  Timely completes all internal communication, including incident 
reports and program logs. 

 Maintains data statistics; ensures data entry and documentation completion.  
 Provides data on client demographics and program outcomes to Executive Director and CRN 

Administrator. 
 Administer Vulnerability Index Service Prioritization Decision Assistance Tool (VI-SPDAT) and full 

SPDAT assessment to prioritize clients for Continuum of Care funded resource access.  
 Performs other duties as needed, requested, or assigned 

 
Knowledge, Skills, & Abilities: 

 Strong work ethic and ability to work independently.  
 Works well under pressure to meet multiple, competing deadlines.   



 Always demonstrates professional and cooperative behavior with colleagues and supervisors.   
 Experience working with a large diverse workforce of people with different cultures, 

backgrounds, and opinions.  
 Understands data analytics; defines historical trends; Adept at queries, report writing and 

presenting findings 
 Exercise good judgment and discretion in handling confidential matters.  
 Knowledge and understanding of individuals experiencing homelessness and their associated 

needs. 
 Knowledge of housing options for individuals experiencing homelessness in Collier County.  
 Strong verbal and written communication skills, ensuring that all correspondence is written in a 

professional manner.  
 

Qualifications: 

 Ability to follow shelter operation procedures, enter, access and process data 
 Demonstrated passion about CCHHC’s mission with the ability to promote and communicate 

CCHHC’s philosophy, mission, and values to external and internal stakeholders. 
 Demonstrated comprehensive understanding and knowledge of HUD guidelines. 
 Knowledge of and experience in working with HMIS and other spreadsheets, ServicePoint and 

databases. 
 Proficient in MS Office (Word, PowerPoint, and Excel) and computer usage to include email, 

internet, and presentations. 
 Experience with providing services to the homeless population is preferred. 

Education: 

A combination of education and experience.  Experience in database systems and/or homelessness 
prevention preferred. 

 Experience with ServicePoint, previous non-profit, and bilingual is a plus! 

 

 

 

Qualified applicants should reply to this posting with a cover letter and resume to: 
hmis@collierhomelesscoalition.org 

  

 


