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Job Description 

 

Title:   Assistant Council on Aging Director  

Qualifications:  

Education and Experience 

• Bachelor's Degree from an accredited institution in Social Services, Human Services, 

Gerontology, or closely related field is required 

• Three (3) to five (5) years’ experience in administration 

• Any equivalent combination of education and experience will be considered 

• Experience in the field of programs and services for the senior population is preferred but 

not required 

• Must receive an acceptable CORI/SORI report 

 

Knowledge, Ability and Skill 

• Proficiency in the use of Microsoft Office Suite, financial software, and willingness to 

learn new software programs as needed  

• Possess a thorough knowledge of and familiarity with modern office equipment, 

technology, and electronic equipment 

• A high degree of organizational skills, time management and attention to detail  

• High level of professionalism, sensitivity, and the ability to maintain confidentiality 

• Ability to prioritize, multi-task, and handle diverse tasks  

• Ability to understand written procedures, and understand complex, multi-step written and 

oral instructions  

• Ability to work independently and as part of a team required 

• Ability to take initiative, exercise sound judgment and make decisions within scope of 

their authority  

• Ability to work independently with minimum supervision 

• Proficiency in bookkeeping, typing, and filing 
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• Ability to relate and communicate in a positive manner and deal tactfully and 

appropriately with the public, vendors, and town departments. Recognizes when 

communication should be referred to a supervisor 

• Support the mission, vision, policies, and procedures of the Council on Aging 

Department.  

• Ability to organize and maintain detailed and extensive records and prepare statistical and 

financial reports  

• Ability to work effectively under time constraints to meet deadlines 

• Excellent verbal and written communication skills 

• Bilingual abilities are a plus 

• Valid driver’s license 

• Understanding of general laws, regulations, and standards affecting the aging population 

• Ability to plan, organize, and direct programs for seniors 

• Ability and skill to deal with difficult situations and individuals in a professional manner 

 

Supervised by: The Council on Aging Director 

Job Goal: The purpose of this position is to assist the Director in the oversight of operations of 

the Council on Aging Center; plan, implement, coordinate, publicize and promote the programs 

and services; act as Director in his/her absence. 

 

Salary/Benefits: According to the AFSCME Town Hall bargaining unit contract.  

Essential Functions of the Job:  

• Manage Senior Tax Work-Off Program: works with the participants and the Town 

Assessor’s office; track number of hours worked to determine if the individual receives 

the tax benefit at year’s end; coordinate with Town Departments to determine if the work 

assignments are manageable, fair, and equitable 

• Schedules Senior Tax Work-Off volunteers for COA and other town departments 

• Assists with producing the monthly COA newsletter; publish all COA schedules, events, 

and systems, including regular activities, special events, outreach information, 

transportation, and coordination with other Town Departments, the COA board, and the 

Friends of COA 

• Assist the Director with the creation and maintenance of the budget  

• Assumes responsibility for the Ames Senior Center in the absence of the Director 

• Responsible for processing revenue collections including van donations, membership 

fees, invoices; prepares payment requests and other donations 

• Responsible for maintaining budget expenditures, procurement of office supplies or 

equipment 

• Provides support to the Program/Volunteer Coordinator; assists with the set up and 

breakdown of programs and rooms 

• Provides coverage when the Program/Volunteer Coordinator is absent 

• Assists with the transportation of seniors, when needed 
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• Responsible for keeping My Senior Center database updated, reflecting daily, weekly, 

and monthly events and activities 

• Assists with finding topics and activities of interest to seniors; contacts potential 

presenters, set up systems for registrations and fees; prepare and set up the COA special 

events 

• Administrative and technical support for the Outreach Coordinator, phone calls, 

scheduling, and other program support as needed 

• Provides administrative and technical support for Transportation services, documents 

day-to-day scheduling, tracks changes and documents program usage 

• Assists the Director in assuring that the Senior Center’s furnishings and office equipment 

are well maintained  

• Assists the Director in updating and maintaining the COA website and in creating and 

distributing various print and electronic media 

• Responsible for collecting and submitting payroll 

• Compiles and maintains data, statistics, and reports that are required by grant and funding 

agencies 

• Attends monthly Council on Aging Board of Directors meetings outside of regularly 

scheduled work hours and records minutes 

• Performs similar or related duties as required or as situations dictate 

 

The essential functions of duties listed above are intended only as illustrations of the various types 

of work that may be performed.  The omission of specific statements of duties does not exclude 

them from the position if the work is similar, related, a logical assignment to the position or part 

of the position’s function as a part of an overall municipal team to ensure effective and efficient 

municipal operations. 

 

Job Environment/Physical and Mental Demands: 

 

The physical demands described here are representative of those that must be met by an employee 

to successfully perform the essential functions of this job. Reasonable accommodation may be 

made to enable individuals with disabilities to perform the essential functions. Minimal physical 

effort is usually required in performing duties under typical office conditions. Prolonged periods 

of time sitting at a desk.  The employee is frequently required to sit, speak, hear, and use hands, 

handle, feel or operate objects, tools, controls, or equipment and reach with hands and arms. The 

employee is routinely required to walk and to occasionally lift and/or move up to 50 pounds. Vision 

requirements include close, distance and peripheral vision and the ability to read routine 

documents and to use a computer. The employee is required to have the cognitive ability and focus 

and manage detailed tasks.  The employee operates standard office equipment, including scanner, 

computer, calculator, telephone, copy machine, fax machine and postal equipment. The employee 

may be subject to mental and emotional situations that require mental resilience. 

 

Revision Date: April 13, 2026 
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This job description does not constitute an employment agreement between the employer and the 

employee, and is subject to change by the employer, as the needs of the employer and requirements 

of the job change. 
 


