POSITION DESCRIPTION

Senior Program Coordinator
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Appointed Position, Grade 4
Estimated Time:   9 to 12 hours per week not to exceed 500 hours a year.
GENERAL PURPOSE

In coordinator with the Council on Aging, develops and oversees all programs and services provided through the Heath Senior Center by the Heath Council on Aging. *

SUPERVISION RECEIVED

Works under the general supervision of the Council on Aging, and the Select Board as necessary.  

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Plans and coordinates programming and supportive services offered by the Heath Senior Center. Works in cooperation with the Heath Council on Aging to:

· help fulfill responsibilities to Heath Seniors by identifying and addressing community service needs in coordination with other town boards, committees and departments;

· organize events and programs;

· seek grants;

· attend Council on Aging meetings;

· assist in the recruiting, training, supervising and scheduling of Senior Program volunteers.
2. Reports to the Town Coordinator and/or Building Maintenance Coordinator any issues regarding care and maintenance of the Senior Program facility, equipment, and supplies.

3. Manages Senior Center operating account, state aid (not COA grant**) and other funding sources, including grants. Submits expense invoices to the Town Accountant on a timely basis.

4. Maintains contact with state and federal agencies, professional and technical groups and the general public regarding activities and services. Responds to public or other inquiries relative to the Senior Program policies and procedures.  Evaluates issues and options regarding Senior Center operations and makes recommendations to the Council on Aging and the Select Board.
5. Insures that proper and accurate records of the Senior Program activities are kept. 
6. Coordinates with the Building Use Committee schedule for coming events requiring use of the Senior Program facilities.
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7. Enforces safety procedures and regulations as established by the Select Board.
  *Certified Food Servers oversee all meal programs.

**The Chairperson of the COA is the Administrator of COA Grants.

DESIRED MINIMUM QUALIFICATIONS

Associates degree in human services or related field, plus three years’ experience working with older adults, or an equivalent combination of education and experience, and possess a genuine interest in identifying and meeting the needs of older adults.  Ability to communicate effectively verbally and in writing. Must demonstrate management ability.

Working knowledge of computers and electronic data processing.

SPECIAL REQUIREMENTS

Successful completion of a Criminal Offender Record Information (CORI) check.

The employee may have access to confidential and/or sensitive information, the disclosure of which would cause a significant breach of trust and seriously damage the reputation of the Senior Program or an individual being served by the Program. Accordingly, the employee must ensure the confidentiality and security of sensitive information. 

TOOLS AND EQUIPMENT USED

Personal computer with word-processing, calculator, phone, fax and copy machine.

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.

While performing the duties of this job, the employee is frequently required to sit and talk or hear.  The employee is required to walk, use hands to operate tools or controls, handle, or feel objects, and reach with hands and arms.  

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is quiet to moderately noisy.

SELECTION GUIDELINES

Formal application, rating of education and experience; oral interview and reference check; job related tests may be required.
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The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

APPROVED BY THE BOARD OF SELECTMEN:  04/06/04 - 02/01/05
AMENDED AND APPROVED BY THE SELECT BOARD: 



