ACTIVITIES & VOLUNTEER COORDINATOR
COUNCIL ON AGING
35 Hours per Week

POSITION SUMMARY:
Develop and implement COA events, activities, classes, and trips based on the needs and interests of Dracut elders.  Design programs in accordance with the Dracut COA mission to enrich and support the independent lives of seniors.  Develop and implement a program to enhance the COA’s ability to serve area clients through the recruitment and supervision of volunteers.  Complete all administrative duties associated with coordination of events, activities, and a volunteer program.  All other related work as required.  
ESSENTIAL FUNCTIONS:
The essential functions or duties listed below are illustrations of the type of work 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.

Assess the needs and interests of Dracut seniors and disabled residents and facilitates COA programs accordingly.    
· Encourages participation in activities and education programs to promote well-being and healthy life styles
· Keeps current with active older adult trends and consistently seeks new programmatic ideas
· Identifies and implements outcome driven programs, conducting program evaluations as needed
· Accepts program feedback, comments, and ideas from Dracut seniors 
· Assist clients in determining activities that match their interests and needs
· Manages details of events and activities to ensure a positive experience for participants, performers, volunteers, instructors, and guest speakers.  Communicates details with COA staff team.
· Continually monitors the attendance of all COA activities and evaluates program on a regular bases
· Keeps current participation documentation
· Assists in an effort to keep updated residency, contact, and emergency information on program participants.  
· Maintain relationships with other COAs, town departments, community groups, and service providers for the purposes of education, advocacy and networking.  
· Acts as a liaison between the COA and the greater community  
· Informs clients and the community of the programs and services provided by the Council on Aging through public relations including but not limited to press releases, cable slides, flyers, announcements, website/social media updates, and phone calls
· Assists Director with COA’s monthly newsletter
· Shops/decorates for the seasons, holidays, and special events
· Assists Transportation Coordination with researching and planning trips 
· Monitors and tracks participant fees collected, instructor/performer/speaker stipends, and the general activity budget
· Share with the Director any concerns, questions or unusual situations whenever necessary
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Establish and manage a volunteer program to assist in the provision of support services and activities.
· Promote volunteerism through publicity
· Identify volunteer positions based on client needs & Senior Center activities
· Maintain list of volunteer positions available and volunteer job descriptions
· Regularly review and update volunteer policies
· Train volunteers on all policies and procedures including confidentiality prior to their first day of volunteering
· Recruit volunteers conducting interviews and screenings
· Assists Director in screening and placing tax work off participants
· Ensure volunteers are appropriately matched and trained for their position
· Conduct regular volunteer meetings and trainings
· Motivate volunteers through a volunteer recognition program and annual celebration event
· Monitor, support, assist, and consult volunteers as needed
· Make connections with community service organizations to achieve additional volunteer opportunities as well as an increased volunteer base
· Keep accessible volunteer schedules and contact information
· Document and log volunteer hours, maintain volunteer files
· Collect and manage volunteer program feedback to make program improvements 
General Senior Center Functions (expected of all COA staff)
· Handles heavy telephone and walk-in traffic
· Greet visitors, give tours, answer questions
· Provide clients with information, on and assist with sign-ups for all Senior Center events, activities, and services 
· Assist in maintaining the COA’s medical loan program
· Provide support to the COA staff team to ensure a positive experience for all Senior Center callers/visitors as needed
KNOWLEDGE, ABILITY & SKILL:
· Ability to work in a fast paced, often demanding environment while maintaining an excellent level of customer service
· Possess a pleasant and outgoing personality
· Ability to be patient and flexible
· Exhibit high public relation skills and be sensitive to the unique need of seniors
· Good written skills
· Be self-motivated and able to work independently
· Be a constructive member of the COA staff team
· Ability to treat clients with respect and always maintain confidentiality
RECOMMENDED MINIMUM QUALIFICATION:
Education, Training, & Experience: Bachelor’s Degree in human services or related area of study; three years’ experience as an activity professional and coordinator of large and small group activities and/or experience in social services, health, or related field (preferably with the elderly); or an equivalent combination of education and experience.  Experience in supervising volunteers or staff.  Training and/or experience in public relations a plus.        
Knowledge:  Thorough knowledge of recreational, educational, and wellness activity planning.  Knowledge of social service and governmental agencies which support the elderly.  Knowledge of local resources.  Basic knowledge of departmental operations and the laws/rules/regulations governing the department.  Knowledge of the physical and cognitive limitations of the elderly, experience with dementia population a plus.  
Ability: Ability to develop effective and constructive working relationships with program participants, volunteers/instructors, service providers, and the general public in both a group and private setting.  Ability to assess the needs of participants and design and coordinate appropriate programs.  Able to manage crises situations and sensitive issues. Ability to work independently and to maintain confidential client information.   
Skill:  Excellent public relations skills required including verbal and written skills as well as public speaking.  Excellent customer service/interpersonal communication skills and sensitivity to the unique needs of elderly clients, low-income clients, and elderly volunteers. An outgoing, positive attitude with a high level of patience and tact is a must.  Detailed oriented and skilled in computer applications including word processing, spreadsheets, Publisher/PowerPoint, and data base programs.   
Special Requirements: Motor vehicle driver’s license and access to an automobile.  Ability to work a flexible schedule including some nights and weekends.  
 PHYSICAL REQUIREMENTS:
The employee works in normal office conditions and is required to sit, talk, listen, stand, walk, stoop, and reach with hands and arms to access documents and files; employee seldom lifts up to 10 pounds.  The position has normal vision requirements.  Equipment operated includes office machines, telephone and computers.
The Town of Dracut requires a physical post offer.
This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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