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COUNCIL ON AGING COMMUNITY AND EVENTS COORDINATOR
Basic Function
The Leverett Council on Aging (COA) Community & Events Coordinator will support older adults in Leverett by leading community outreach efforts, planning and managing events, building relationships with residents and service providers, and helping strengthen Leverett as an age-friendly and inclusive community. 
This part-time role offers flexible hours and has the potential to expand depending on community need and funding availability
Essential Duties and Responsibilities:
The essential duties and responsibilities listed include the minimum requirements for the position.  The position also includes other duties as discussed in the Additional Duties section below.
· Attend monthly COA meetings 

· Staff and maintain regular hours in the COA space at Leverett Town Hall 

· Outreach to isolated older adults in Leverett 

· Plan and coordinate regular COA social events 

· Develop new programs and event ideas to support older adults in Leverett 

· Establish and maintain relationships with service providers and community organizations 

· Assist older adults with service referrals and connections (e.g. transportation options) 

· Oversee the Senior Tax Reduction Work Program 

· Advocate for intergenerational collaboration and age-friendly community initiatives 

· Track and document engagement and services provided 

· Contribute to a mutually supportive teamwork environment within the department, with residents and vendors, and in interactions with all town departments.
· Use of all equipment, knowledge and ability to complete all tasks required to professionally perform the COA Community and Events Coordinator position

Additional Duties
The position includes additional duties that are a natural progression from that position’s essential duties.  The omission of specific statements of duties does not exclude them from the responsibility of the employee in the position if the work is similar, related, or a logical assignment to the position.
Supervision
Works under the direction of the Council on Aging.  The employee functions independently, referring specific problems to the COA when clarification or interpretation of policy or procedures is required.
Work Environment
Work is mostly performed under typical office conditions with outreach completed in the community subject to outdoors conditions; work environment is moderately quiet; regular schedule requires evening and weekend work.
The employee operates standard office and events equipment.
Performance of duties requires ongoing contact with the public, and other town departments and employees; contacts are in person, by telephone, fax, e-mail, and in writing.
Errors could result in delay or loss of service or monetary loss.
Essential Qualifications
· Familiarity with Leverett and nearby communities 

· Valid driver's license and access to a vehicle 

· Experience with community outreach and comfort making calls to residents and agencies 

· Excellent verbal and written communication skills 

· Strong organizational and documentation skills 

· Compassionate, patient, and a great listener 

· Enthusiasm for learning and relationship-building 

· Passion for supporting older adults and building community 

· Ability to interact in a positive and effective manner and to establish and maintain positive work relationships with supervisors, coworkers, other departments, boards and commissions, the general public and personnel at all levels of authority using principles of good customer service. 

· Must perform all aspects of job responsibilities with honesty and integrity.

· Position is subject to pre-employment physical and CORI check.
Preferred Qualifications:
· Relevant education or professional experience in public/community health, social work or related field 

· Knowledge of Franklin and Hampshire County service providers and community organizations 

· Experience or interest in Age and Dementia-Friendly policy and inclusive 

Physical Requirements
Physical Requirements are listed for informational purposes.  Applicants may be requested to demonstrate the ability to perform the essential duties of the position during the application process.
Minimal physical effort is required to perform most duties. The employee is frequently required to stand and walk, speak and hear, use hands and arms to operate equipment, and lift boxes of books weighing up to 30 pounds. Vision requirements include the ability to read routine documents and use a computer.
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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