CITY OF BEVERLY
JOB DESCRIPTION

Title:


Assistant Director Council on Aging

Supervisor:

Director, Council on Aging

Grade:

N/A

Civil Service:

No

Union:


No

Classification:
Exempt

Summary:
The Assistant Director of the Council on Aging provides leadership and support to the day-to-day operations of the Senior Community Center. The incumbent works closely with the director and key staff to identify social service and wellness needs of older adults, and implements annual goals and objectives to meet identified needs.  The incumbent also provides administrative support to the director including reception desk management, computer software and database applications, grants management, supervision of social work and outreach team, program development, special event planning and social media efforts.  
ESSENTIAL DUTIES AND RESPONSIBILITIES:
Include the following; other duties may be assigned.

· Manages daily operations, staff and programs and as delegated by the Director.

· Supervises designated staff, interns and fellows from area colleges.

· Spearheads planning for special events and new initiatives with staff members.

· Meets with senior participants and/or community members to resolve problems.
· Prepares grant applications, and writes reports and monitors requirements for grants as delegated by Director. 

· Provides coverage for programs and services in the absence of designated staff.

· Organizes staff development and training programs to meet identified needs.

· Oversees operations in the absence of the Director.

· Manages internal computer systems and develops staff competency in computer software applications and database management. (My Senior Center, Publisher, MUNIS, Microsoft Office and Google Documents, Excel)
· Facilitates BevCam programming for the award-winning Livin’ the Good Life cable television show; trains and coordinates volunteers for the program.
· Arranges for monthly staff meetings and quarterly staff training programs.

· Represents the Council on Aging in the community.

· Attends monthly Council on Aging Board of Directors meetings; supports the Grant Committee of the Board
· Assumes other duties as assigned by Director.

QUALIFICATIONS:

· Master’s in Social Work with LCSW credential or other related graduate degree preferred.  Minimum of a Bachelor’s Degree in gerontology, social work, public administration or closely related field.  Five years, full-time, supervisory experience, in an elder services setting preferred.
Understands the wellness and supportive services mission of the Senior Community Center.

· Knowledge of federal, state and local benefits and entitlements available to older adults

· Ability to resolve problems, delegate appropriately, exercise independent judgment and identify emerging needs.

· Excellent social, interpersonal, oral and written communications skills.

· Detail-oriented with time management skills.

· Competency in computer software applications and database management.

· Experience in program and event planning highly desired.

· Successful completion of CORI background, reference check and pre-employment physical.

SUPERVISION:

Works under the general direction of the Council on Aging Director.

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 regularly required to sit.  The employee frequently is required to stand, walk, talk and hear.  The employee is occasionally required to use hands to finger, handle, or feel objects, tools, or controls and reach with hands and arms, climb or balance or stoop.

The employee must lift and/or move up to 30 pounds.  Specific vision abilities required by this job include 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 usually moderate.
