TALLAHASSEE SENIOR CITIZENS FOUNDATION

POSTION TITLE:
Leon County Senior Outreach Coordinator

CLASSIFICATION FACTOR(S)


Exempt


Supervised by the Executive Director

MAJOR FUNCTION

This is responsible administrative and supervisory work directing the daily operations of the Leon County Senior Outreach program.  Work includes coordinating the various activities of the program and serving as liaison with Leon County staff.  Employee represents the County’s Age Friendly Community project.  Work is performed under the general administrative direction of the Executive Director of the TSC Foundation; however, the employee is expected to exercise independent judgment and initiative in performing daily tasks.  Work is reviewed through observation, conferences, and by results obtained.

SKILLS AND OTHER REQUIREMENTS NECESSARY FOR POSITION:

· Bachelor’s degree required, Master’s degree preferred, in recreation, social service, public or business administration, social work or related field.
· Experience working with active senior adults.
· Ability to communicate effectively and clearly orally and in writing for public speaking and community outreach.
· Three years supervisory or managerial experience working with senior, non-profit, or public programs, or an equivalent combination of training and experience required; more years preferred.

· Knowledge of Tallahassee-Leon County senior services and local aging network.
· Ability to prepare budgets and compile statistical data for analysis and preparation of reports and studies. Grant management and writing a plus.
· Excellent computer skills in Microsoft products and databases.

· Ability to work as a team member. Ability to establish and maintain effective working relationships with peers, supervisors, other agency personnel and the general public.

ESSENTIAL AND OTHER IMPORTANT JOB DUTIES 

1. Coordinates the development, implementation, and monitoring of senior programs and services in the unincorporated areas of Leon County for the benefit of active senior adults.

2. Works in collaboration with County and City staff to help facilitate the Age Friendly Community project for Leon County.

3. Represents Leon County in regard to senior services and programs.

4. Schedules and oversees Lunch & Learns, classes, and other activities in the County community centers and other appropriate locations, including data collection and analysis.
5. Oversees the Grandparents as Parents program.

6. Prepares grants, manages budgets, collects and analyzes statistical date, and identifies potential funding sources to develop, enhance, and expand services to seniors. 
7. Cultivates community support, outreach, and marketing activities through public speaking, print publications, community events, social media, and distribution of resources.  Examples include Active Living magazine, Constant Contact, Facebook, and web sites.
8. Facilitates the Leon County Advisory Council volunteers through the TSC Foundation.

9. Compiles and submits reports as required. 

10. Supervises program staff, interns, and volunteers to assist with program activities and events.

11. Assists with TSC Foundation special events.

12. Attends staff, Advisory Council, Foundation Board, County Commission, and other relevant meetings as required by the Executive Director.

13. Performs other related assignments as required.
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