TALLAHASSEE SENIOR SERVICES
Tallahassee Senior Citizens Foundation

POSITION TITLE: Senior Resource Assistant
CLASSIFICATION FACTOR(S):

e Supervised by Assistant Supervisor, Facilities & Resources
e 20 hours per week / hourly wage

SKILLS AND OTHER REQUIREMENTS NECESSARY FOR POSITION:
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Bachelor’s degree or equivalent in related field, such as social work, gerontology. Relevant
training and/or experience may substitute.
One to three years experience working with seniors and caregivers, more years preferred.

Knowledge of Tallahassee-Leon County senior services and community resources.

Resourceful in researching information and finding solutions to challenging situations.
Comfortable working with broad spectrum of a diverse senior and caregiver population.

Ability to communicate effectively, clearly and concisely orally and in writing especially with older
adults.

Strong organizational skills.

Excellent computer skills in Microsoft Office, especially Word, Excel, and database management.
Comfortable with public speaking and networking with other professionals

Ability to multi-task and work in a high people-traffic environment

Transportation required

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.

Flexible schedule with primary work is in person, on site

Work occasional evenings and off-site as needed

EXAMPLES OF WORK PERFORMED:
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Assist seniors, caregivers and professionals connect with resources by phone, e-mail, and in
person. Perform other duties related to helping individuals access information.

Assist with the Southside Outreach program.

Maintain current senior resource information for appropriate data bases and Resource Cards.
Assist with Resource information for the website.

Represent Senior Services on relevant task forces, work groups, advisory councils, and meetings.
Represent Senior Services at community outreach events.

Assist with TSC Foundation special events.

Assist with Age Friendly Community project as needed.

Attend staff meetings and other meetings as required by the supervisor.

10. Perform other related assignments as requested by the supervisor.
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JOB ANNOUNCEMENT
Tallahassee Senior Center & Foundation

Resource Assistant

The Tallahassee Senior Center & Foundation has an opening for a part-time (20-hours per week)
Resource Assistant. The ideal candidate will have a passion for working with senior adults and
caregivers, great people skills, strong computer skills; work well in a busy environment and is team-
oriented! Assist seniors, caregivers and professionals connect with senior resources by phone, e-
mail, and in person, assist with the Southside Outreach Program, maintain current senior resource
information, and perform other duties related to helping individuals access information.
Bachelor’s degree preferred. Experience may substitute for degree.

This is a TSC Foundation position. Salary is $16 to $18 per hour.

To apply, complete the attached TSCF application and submit it and your resume to
Nick.Schrader@talgov.com Please note Resource Assistant Application in subject line.
Deadline for applications is December 3, 2025.
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