
   

     
 

 
JOB DESCRIPTION 

Helpline Director 
 

The Helpline Director assist in the recruitment, training, equipping, supervision, and evaluation of the helpline volunteers.  
Schedule the monthly helpline calendar; facilitate quarterly helpline meetings and workshops.  Insures communication 
between helpline operations and center client services. This person furthers the religious mission of the organization by 
recruiting, training and insuring the helpline volunteers are proficient in sharing the Gospel of Jesus Christ, appropriate 
biblical principles and offering prayer as requested by the client.  
 
Reports to: Executive Director  
Work Location: Remote from home 
FLSA Status and Job Classification: Part Time, Non-Exempt, 12 hours per week 
Data Classification: IV 
 
Qualifications: 

1. Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord. 
2. Exhibit strong commitment and dedication to the biblical teachings of the sanctity of life and marriage. 
3. Agree with and be willing to uphold the Statement of Principle, Statement of Faith, and policies of the 

organization. 
4. Dependable, stable, and capable of following through on commitments. 
5. Expresses a sincere desire to reach out to abortion-vulnerable and abortion-minded women. 
6. Would never refer or advise a woman to have an abortion.  (When a situation arises where a woman’s life is at 

risk, the clinic advocates taking measures to preserve her life, hoping that the woman and her child can both 
be saved.) 

7. Ability to respect confidentiality. 
8. Has acquired relevant work experience in supervision, administration, and management.  Preferable has 

experience working in a crisis pregnancy center or clinic. 
9. Committed Christian with spiritual maturity: an in-depth knowledge of Scripture and ability to apply that 

knowledge in one’s personal life and in the day-to-day situations. 
10. Demonstrates leadership abilities: is decisive and confident, able to supervise others but still delegate tasks without 

keeping a hands-on approach to everything. 
11.  Demonstrates Initiative: has vision, is able to make changes easily. 

 
Essential Function:  
 
1. Service Delivery 

A. Develops and maintains helpline schedule covering shifts and time frames after center hours. 
B. Will provide helpline support for scheduled staff meetings and retreats. 
C. Insures volunteer coverage for holidays when centers are closed, recruiting from exempt staff for coverage when 

necessary.  
D. Maintain confidential client information.  

 
2. Volunteer/Staff Development 

A. Recruits and helps train helpline volunteers 
B. Holds regular trainings and gatherings for helpline volunteer’s encouragement and connection. 
C. Is available by phone for volunteers during scheduled shift(s) 

 
3. Image and Growth 

a. Maintain a professional, courteous manner pleasing to the Lord in all interpersonal communication. 
b. Adhere to the policies, principles and procedures of Care Net, and our other national and state affiliates. 



c. Take time for spiritual growth and needs 
 

4.  Physical Requirements and Work Environment: 
a. The physical demands described are representative of those that must be met by an employee to successfully 

perform the essential functions of this job.  Reasonable accommodations are typically not made for remote 
employees.  
i. The employee is regularly required to use hands and have the dexterity to keyboard and dial a phone.  Hearing 

is required to maintain a telephone conversation. Vision requirements include close vision and the ability to 
adjust focus.   

b. The work environment described is representative of those an employee encounters while performing essential 
functions of this job.  Reasonable accommodation is typically not made for remote employees. 
ii. The employee works from home and typically after hours and weekends.  The employee might feel 

disconnected and isolated as work schedule can be primarily evenings and weekends.  Employee will need to 
make it a point to connect with Center staff and leadership team.   

 
5. Meetings and Trainings 

a. Is a part of Care Net of Puget Sound staff and will attend all-staff meetings, retreats, and functions for  
 planning and team development.  

b. Is a member of the Leadership Team and will attend all scheduled Leadership Meetings. 
 
 
Care Net Staff members adhere to the mission of Care Net of Puget Sound; its Statements, Operations, and the Policy and 
Procedures of the organization. 
 


