Outreach Coordinator, Millville Council On Aging
Job Description

Primary Objective:

Informs senior citizens of the availability of various services, programs, and benefits that may be available to them.  Coordinates programming at Senior Center.  Assesses the needs of individuals and their families and either assists with enrollment or refers to the proper agencies. Manages Senior Van transportation program.
Duties and Responsibility:

· Identifies senior citizens in need of services, benefits, or counseling. 

· Develops a reference list of local and state agencies that provide support, services, and guidance to senior citizens and people with disabilities.
· Assesses the need of senior citizens and refers them to proper agencies.  Provides direct assistance with enrollment in some programs.  Makes home visits if necessary.
· Maintains a file of all client records and keeps information secure and confidential.

· Provides intake for Fuel Assistance applications for town residents of any age.

· Provides a monthly update to the Council On Aging on efforts and activity.  Attends COA meetings.
· Attends meetings in local senior network and with other town departments, relative to the duties and responsibilities of the position.

· Publicizes Senior Center activities using local cable and other media.  Assists with the development and distribution of a monthly newsletter.  

· Maintains statistics on senior needs and services.  Compiles reports as required by the Town and State Executive Office of Elderly Affairs.

· Recruits and oversees volunteers serving the Senior Center.

· Works with the COA to identify new programming and funding opportunities to benefit the Senior Center.  Prepares grant applications and reports.

· Schedules rides on the Senior Van.  Supervises van drivers.  Schedules maintenance and/or repairs for the van. Prepares and submits to State Department of Transportation monthly and annual reports on van use and condition.
· Oversees general maintenance and repair of Senior Center building.  Supervises Custodian.

Supervision:

Works under the general direction of the Council On Aging.  Daily supervision and direction (as a department head) by Town Administrator.
Work Environment:

· Works at the Senior Center and occasionally at a seniors’ homes and Town Hall.

· The volume of outreach/work may fluctuate seasonally.

· The Coordinator has regular contact with the public, town departments and state agencies.

· The Coordinator has regular access at the departmental level to a wide variety of confidential information including legal proceedings and client records.

Minimum Qualifications:

· College degree, may be waived due to relevant experience.
· Passes a CORI check
· Three years of experience working in social services, preferably with senior citizens.

· Excellent communication skills.  Ability to speak before groups, write press releases, conduct meetings, etc.

· Tact and compassion in working with elderly  people and people living with disabilities

· Ability to maintain confidentiality

· Office skills:  computer literate (word processing, internet use, faxing, etc.)

· Own reliable transportation

Hours and compensation:
· 18 hours per week.
· Rarely, evening and weekend hours to attend meetings.    
· No benefits except unpaid vacation when approved by the Council On Aging.
· MiIeage reimbursement at $.55 per mile.

· Compensation according to Millville staff pay scale and candidate’s qualifications.
