Town of Essex Council on Aging

Outreach Coordinator
Job Description

Summary of Duties

Professional, administrative and supervisory work in developing and implementing the programs and services of the Essex Council on Aging (COA) and Senior Center in an effort to meet the social and wellness needs of the Town’s older adults while providing information and referral services to non-senior residents who are confronting the challenges of an aging family member; all other work related.

Supervision Received

Works under the supervision of the Director of the Essex Council on Aging

Supervision Exercised

None
Job Environment

Work is generally performed in typical office conditions, with frequent interruptions and requests for information; position may require home-visits, off-site training, and occasional evening hours  

Computer Skills, needs to be familiar with Microsoft suite of programs.  Be familiar with standard office machines.

Makes frequent contacts requiring perceptiveness, persuasion and discretion with participants, health care providers, state and local officials and agencies, community leaders and citizen groups serving the elderly, and Town officials and departments.  Contact is made orally and in writing.

Has access to department-oriented confidential information to include some Town residents’ financial and health information, pending litigation and personnel information.  Confidential information will not be shared with any individual or entity without the written consent of the subject individual or group.  

Recommended Minimum Qualifications

Graduation from a two year or four-year college or university

Two years experience in a Human service occupation

An equivalent combination of education and experience

Licenses/Certificates
None
Knowledge, abilities and skills
Knowledge of elder providers’ network.

Knowledge of the federal and state services and local resources available to the elderly.

Knowledge of counseling principals and crisis intervention.

Computer skills and a variety of office equipment.

Ability to relate and interact well with people of all ages.

Excellent communication skills, both orally and written.

Ability to maintain detailed, complete and accurate records.

Ability to organize projects, accomplish tasks and meet deadlines.

Ability to maintain confidentiality of information.

Excellent customer service skills.

Ability to pass CORI.

Strong interpersonal, organizational, management and budgetary skills.

Basic First Aid, CPR, AED.

In house hours need to be posted.

Responsibilities
· Responsible for identifying, documenting and addressing the need of seniors

· Conducts in-home visits with local elders to assist with the assessment of needs for services.

· Assesses client needs and assists clients in accessing and completing required applications for local, State and Federal services

· Maintains an awareness of and contact with clients who may potentially require elder service assistance.

· Assists in the development of programs that will benefit the elder population and the community.

· Plans and implements informational and educational programs that address the needs of seniors and their families.

· Assist with publication and distribution of the monthly newsletter.

· Acts as a liaison among providers to ensure delivery of necessary services.

· Responds to crisis, works with the COA director, the Health inspector, the fire and police departments as well as other municipal departments in the event of a disaster.

· Works with the director and volunteers to maintain up to date records in a confidential manner.
· Compiles and maintains all necessary program reports and records: submits monthly statistical report to the Council on Aging Director.
· Attends COA meetings and regularly scheduled meetings with the Massachusetts Department of Elder Affairs, The Massachusetts Council on Aging and the Central Mass Agency on Aging as well as any municipal meetings or trainings that the COA director and/or board requests presence.
· Obtain SHINE Certification when available, and provide SHINE Services once certified.

· To perform other related duties as required by the Senior Center Director.
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