COUNCIL ON AGING EXECUTIVE DIRECTOR

Definition
The Executive Director is responsible for the administration of the COA and the development and implementation of policies, programs and services to serve senior citizens; other related work, as required.
Essential Duties and Responsibilities
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.
Supervises the daily operation and activities of the Council on Aging; recruits, trains and supervises COA staff, grant staff and volunteers.

Prepares and produces the monthly newsletter and calendar.

Prepares the annual COA budget for presentation to the COA Board and town officials.

Administers the Executive Office of Elder Affairs grant; prepares the annual report; solicits and administers grants to supplement programs and activities.

Designs, promotes and implements COA programs, including the outreach program, friendly visitor program, telephone reassurance program and S.A.L.T. Council.

Identifies the needs of senior citizens, identifies resources and provides COA services, including legal advice, tax counseling, health screenings and clinics and other services.

Coordinates activities with the COA Board and Friends of the COA Board; prepares monthly report and provides information.

Provides information to the community by conducting seminars and contributing to cable television programs.

Performs other similar or related duties, as required or as situation dictates. 

Supervision
Works under the supervision of the Town Administrator and the policy direction of the Council on Aging Board, in accordance with departmental policies and procedures, in accordance with departmental policies and procedures; performs varied, complex and responsible professional duties requiring initiative and judgment in conducting service programs, supervising staff, and addressing the needs of the elderly. 

Supervisory Responsibilities
Supervises approximately six employees, including office staff, service providers, and grant-funded employees, as well as numerous volunteers.

Work Environment
Most duties are performed in an office setting; the employee also conducts home visits; the nature and volume of work varies seasonally; attends frequent evening and weekend events and other meetings; required to respond to emergency situations.

The employee operates standard office equipment, medical equipment and an automobile.

The employee has ongoing contact to with seniors and their families to provide information and referral services; works with town departments and other organizations serving senior citizens.

The employee has access to department‑related confidential information, including personnel records and confidential information relating to clients.

Errors could result in delay or loss of services to clients or monetary loss.

Recommended Minimum Qualifications
Education and Experience
Bachelor's Degree in human services or a related field; three years of experience providing health-related services to senior citizens; grant writing experience; or an equivalent combination of education and experience. 

Additional Requirement
Valid Massachusetts motor vehicle operator’s license

Knowledge, Ability and Skill
Thorough knowledge of the federal, state, and regional services and local resources available to senior citizens; knowledge of federal and state regulations pertaining to programs for the elderly; knowledge of grant-writing techniques.

Ability to develop effective and constructive working relationships with elder citizens, service providers, human service agencies, and the general public; ability to anticipate specific needs of mobile and immobile elderly; ability to prepare and manage budgets and finances; ability to prepare and administer grants; ability to train and supervise employees and volunteers effectively; ability to communicate effectively both orally and in writing.

Excellent interpersonal and public speaking skills; computer skills; organizational skills; supervisory skills.

Physical Requirements
Minimal physical effort is required to perform most duties; the employee is required to stand, walk, sit, speak, hear and use hands to operate equipment and move items weighing up to 30 pounds. Vision requirements include the ability to read and analyze documents use a computer and operate an automobile.

This 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.
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