Town of Shelburne, Massachusetts

 Job Description

	Position Title:
	Outreach Coordinator
	Grade Level:
	3

	Department
	Senior Center
	Date:
	01/14/15

	Reports to:
	Director 
	FLSA Status
	Non-exempt


Statement of Duties:  The Outreach Coordinator is responsible for the planning, coordinating and provision of outreach and referral services to elders and their families in the three (3) consortium towns. The employee is required to perform all similar or related duties.
Supervision Required:   Under the general direction of the Senior Center Director, the employee plans, prioritizes, and carries out the regular work in accordance with standard practices and previous training.  The employee interprets instructions and/or adapts methods to resolve particular problems.  Instructions for new assignments usually consist of statements of desired objectives, deadlines, and priorities.  Technical and policy problems or changes in procedures are discussed with supervisor.  Work is generally reviewed only for technical adequacy, appropriateness of actions or decisions, and conformance with policy, or other requirements.
Supervisory Responsibility:   The employee is not required to regularly supervise any Town employees. The employee is required to provide direction and guidance to volunteers for the Home Repair Program and Neighbor to neighbor Program.
Confidentiality: The employee has regular access to confidential information in accordance with the State Public Records Law such as client records obtained during the performance of position responsibilities. 
Accountability: Consequences of errors, missed deadlines or poor judgment may include adverse customer relations, delay in service or danger to public safety. 
Judgment:  The work requires the employee to examine, analyze and evaluate facts and circumstances surrounding individual problems, situations, or transactions, and determining actions to be taken within the limits of standard or accepted practices. Guidelines include a large body of department policies, practices, and procedures, which may be complex or conflicting, at times. Judgment is used in analyzing specific situations to determine appropriate actions. Employee is expected to weigh efficiency and relative priorities in conjunction with procedural concerns in decision making. The employee is required to understand, interpret, and apply federal, state, and local regulations as necessary in response to situations.

Complexity:  The work consists of the practical application of a variety of concepts, practices and specialized techniques relating to the law enforcement field. Assignments typically involve evaluation and interpretation of factors, conditions or unusual circumstances; inspecting, testing or evaluating compliance with established standards or criteria; gathering, analyzing and evaluating facts or data using specialized fact finding techniques; or determining the methods to accomplish the work.

Work Environment:   The work environment involves everyday discomforts typical of a municipal office setting or a client’s home environment subject to frequent interruptions. Noise or physical surroundings may be distracting but working conditions are generally not unpleasant.
Nature and Purpose of Public Contact:  The employee interacts with co-workers, the public and external contacts such as vendors doing business with the department in order to explain or interpret operating procedures or guidelines, to plan or coordinate work, or to attempt to resolve problems.  More than ordinary courtesy, tact, and diplomacy may be required to resolve complaints or deal with disgruntled or uncooperative persons.  The employee may furnish the public or news media with routine information such as meeting schedules or departmental operating procedures.
Occupational Risk: Duties generally do not present occupational risk with occasional exposure to personal injury.  Personal injury could occur, however, through employee failure to properly follow safety precautions or procedures when conducting client site visits.  Examples of personal injury may include bruises from falls, cuts or burn, or muscular strains from lifting, pushing or carrying equipment or work materials.
Essential Functions:

The essential functions or duties listed below are intended only as illustrations of the various type of work that may be 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 and facilitate connections to services and programs for elders who may be unserved or underserved.

Conducts home and/or office visits independently to assist elders and their families to assess their needs and facilitate access to programs and services; maintains confidential client files
Provides short-term counseling and acts as a liaison between various community service providers, assists in fuel assistance, food programs and home care services; Interacts with the Director on a regular basis for specific case management, to share concerns, and to arrange appropriate additional services.

Able to differentiate between basic client needs and those of a more serious nature. Can identify an emergency, call 911, and inform the Director.

Responds to crises; coordinates with local agencies and safety departments to modify or alleviate crises; coordinates the grant funded home repairs and facilitates a caregiver support group. Monitors changes in elder client’s situation and provides follow up assistance as necessary.
Assists clients in applying for financial support, i.e. fuel assistance, food stamps, Mass Health, and tax exemptions.

Attends relevant seminars and training programs to maintain knowledge of elder service programs and support service delivery systems.
Assists the Director in the development and implementation of senior center programs, recruit and train volunteers for home repair program and neighbor to neighbor program.
Required to serve as department head during temporary absences of the Senior Center Director.

Recommended Minimum Qualifications:
Education and Experience: Associate’s degree in Social Work, Human Services or a related field is preferred; three to five (3-5) years related work experience preferably with the elderly population; or any equivalent combination of education, training and experience which provides the required knowledge, skills and abilities to perform the essential functions of the job.

Special Requirements:   CORI certification is required as a condition of employment. First Aid and CPR Certification is preferred within thirty (30) days of appointment. Valid Class D Motor Vehicle Driver’s license. State certification as a Social Worker is preferred.
Knowledge, Abilities and Skill

Knowledge: Considerable knowledge and sensitivity to the needs of elders and related local, state and federal support services, programs and delivery systems. 
Abilities:  Ability to interact in a positive and effective manner with people at all levels of society, particularly the elderly; ability to communicate orally in a clear, and concise manner; ability to receive, understand, and execute oral, and written instructions; ability to maintain detailed and accurate records and to manage multiple tasks in a detailed and timely manner. Ability to listen, observe and make needs assessments regarding client needs and related services. Ability to work properly with highly sensitive, confidential information. Ability to work independently and take initiative to resolve issues.
Skill:  Proficient public relations skills and sensitivity to individual client issues. Proficient oral and written communication skills. Proficient data processing skills.
Physical and Mental Requirements 

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 position’s essential functions.

Physical Demands:   Work requires moderate, intermittent physical strength and effort on a regular basis. Work effort principally involves sitting, crouching and kneeling to perform work tasks, with intermittent periods of stooping, walking, and standing as well as .  The employee is regularly required to lift, push or pull department equipment, tables, chairs, photocopy and computer paper.

Motor Skills:  Duties may involve assignments requiring the application of hand and eye coordination with finger dexterity and motor coordination in order to operate a motor vehicle, personal computer, or to reach with hands and fingers to operate office equipment.
Visual Demands:  The employee is routinely required to read documents and reports for understanding and analytical purposes.  The employee is rarely required to determine color differences. 
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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