
Position Title: Senior Activities Coordinator
Status:  Part-Time, flexible hours to include evening 

Reports to:   Executive Director
Job location:  504 S.E. 8th Street, Evansville, Indiana

Salary:  Commensurate with training and experience including benefits as employee becomes eligible
Educational requirements:  Bachelor’s degree from accredited program. Emphasis on geriatrics or related field and previous work experience preferred.

Qualifications:

· Encourages open communication by listening attentively and actively. Seeks to fully understand information from many points of view. 

· Capable of producing comprehensive documentation. 

· Handles complex problems effectively. Separates key issues and generates multiple solutions. 

· Experience resolving conflict between groups with opposing perspectives, agendas, or priorities. 

· Uses organizational knowledge to maneuver through formal and informal channels to get things done quickly and effectively. 

· Works as a member of the administrative team, assisting others when necessary.

Duties and responsibilities:

1. Plan activities and evaluate program offerings.

2. Assess the needs of Senior Recreation Program participants. 

3. Coordinate meetings for, and assist the Senior Advisory Council.
4. Work closely with community partners to strengthen collaborative relationships. 

5. Supervise Senior Services Facility and all Senior Recreation Program Staff and Volunteers.
6. Publish a monthly senior services calendar/newsletter and contribute to agencies newsletters.
7. Seek and assist in writing grants.
8. Submit program and fiscal reports in a timely manner including monitoring and claims to appropriate source.
This Job Description is not intended to be exhaustive. Other responsibilities may be included as directed by the Executive Director.
