POSITION TITLE: Senior Center Coordinator
DEPARTMENT: Administration
SUPERVISOR: City Administrator/Board of Directors
FLSA: Non-exempt
POSITION SUMMARY: Perform technical and clerical work in coordinating and
implementing programs in the City Senior Citizen Center.
ESSENTIAL FUNCTIONS:
1. Plan, promote, instruct, organize, direct and schedule various recreation &
educational activities for senior citizens of the community.
2. Promote recreational & educational activities through contact with
community organizations.
3. Responsible for obtaining and/or continuing obtainment of necessary
facilities, equipment, transportation, housing and man-power.
4. Keep records of attendance in various programs.
5. Responsible for supervision of building.
6. Set up for activities.
7. Respond for inquires and refers to appropriate person or group.
8. Locate and identify seniors and volunteers.
9. Prepare information for the media.
10. Type correspondence and serves as receptionist.
11. Maintain records of contributions and do bookkeeping.
12. Prepare monthly and periodic reports.
13. Prepare request for funds and grants.
14. Attend meetings of board of directors.
15. Attend required NENAAA Trainings and complete Serv Safe Manager training
(once every 5 years).
16. Develop projects in accordance with senior citizens needs interests and
capacity to participate.
17. Keep program going in direction that is condoned by the community and
especially the funding agency.
18. If officers and directors desire, select and supervise all personnel with in the
program after proper and adequate consultation with the officers, directors
and general membership.
19. Plan, organize and direct a volunteer services program.
20. Responsible for the recruitment screening, orientation, placement,
evaluation and recognition of the volunteers.
21. Maintain reports and record in relation to the volunteer program.
22. Develop effective communication with participants, workers and
administration.
23. Facilitate & plan for monthly Caregiver Support Group meetings.

24. Complete Life Saver CPR course every 2 years.
OTHER RESPONSIBILITIES:
Perform other work related duties as assigned.
All requirements are subject to possible modification to reasonably accommodate
individuals with disabilities.
Some requirements may exclude individuals who pose a direct threat or significant
risk to the health and safety of themselves or other employees.
This job description in no way states or implies that these are the only duties to be
performed by the employee occupying this position. Employees will be required to
follow any other job-related instructions and to perform any other job-related
duties requested by their supervisor.
Requirements are representative of minimum levels of knowledge, skills and/or
abilities. To perform this job successfully, the incumbent will possess the abilities or
aptitudes to perform each duty proficiently.
This document does not create an employment contract, implied or other wise,
other than an “at will” employment relationship.
EDUCATION, EXPERIENCE AND SKILLS REQUIRED
1. Education:
High School Diploma or Equivalent
2. Mental Requirements:
Strong verbal, written and interpersonal skills
Self-motivated
Strong Record keeping skills
Ability to speak before groups
Knowledge of services offered by other agencies and ability to work with
those agencies
Genuine interest in senior citizens with ability to execute programs for the
elderly
Ability to plan and execute recreation programs in a recreation center and
possess some knowledge of modern recreation practices, along with
possessing extensive knowledge of good teaching methods
3. Experience:
1 year of experience of recreation, preferably in senior citizen recreation.

Computer skills required; Excel, Word, Publisher, Quicken, and financial
record keeping.
Experience in Social Service field is helpful.
4. Physical Requirements:
Light work exerting up to 20lbs of force occasionally, and/or up to 10lbs of
force frequently, and/or a negotiable amount of force constantly to move
objects.
5. Equipment Use:
Ability to manually operate a computer and standard office equipment &
vehicle.
6. Working Conditions:
Activities that involve environments associated with an indoor office.
7. Drivers License:
Must have good driving record and pass all background checks (APS/CPS,
Criminal History, DMV, NE Sex Offender, OIG).

