Town of Dedham
Dedham, MA

Job Description

Title: Council on Aging Program/Volunteer Coordinator

Qualifications:

Education and Experience

High school diploma, including, or supplemented by, training in office procedures,
business and computer applications such as Word, Excel and Powerpoint. A
Bachelor’s Degree in communications, marketing, business administration or related
field is preferred but not required

Three to five years of experience in program or event planning; or any equivalent
combination of education and/or experience

Highly skilled in the use of social media pages

Must receive an acceptable CORI/SORI report

Knowledge, Ability and Skill

Proficiency in the use of Microsoft Office (Word, Excel) Publisher and Canva, Munis
and willing to learn new software programs as needed

Possess a thorough knowledge of and familiarity with modern office equipment,
technology, electronic equipment, and software applications and operations

A demonstrated knowledge of general computer skills and on-line use

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

Ability to maintain active certification in C.P.R., A.E.D. and first aid

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

Ability to work outside of the normal business hours during the week to support
evening programs

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
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e Ability to take initiative, exercise sound judgment and make decisions within scope
of his/her authority

Ability to work independently with minimum supervision

Skills, including but not limited to typing, filing, telephone skills including
advertisement basics

High level of professionalism and the ability to maintain confidentiality

Ability to relate and communicate in a positive manner and deal tactfully and
appropriately with the seniors, their families, guests, board/committee members,
general public and town departments

Ability to recognize when communication should be referred to the Director
Support the overall mission, vision, and policies and procedures of the Council on
Aging Center

Ability to organize and maintain detailed and extensive records work for the proper
allocation of space and resources for events that occur at the Council on Aging center
Ability to set priorities, solve problems work effectively under time constraints to
meet deadlines

Excellent public relations, verbal and written communication skills

General knowledge of principles and methods for showing, promoting and selling
products or services

Skill in the efficient operation of social media pages

Ability to coordinate, organize and plan with extreme attention to detail
Knowledge of principles and processes for providing customer and personal service
Working knowledge of the Senior population and senior programs and events

Supervised by: The Council on Aging Director

Job Goal: Plan and coordinate all programming activity for the Senior Center, including classes,
trips, special events and other activities. Recruit, interview and supervise volunteers who work
for the Tax Work-Off and non-Tax Work-Off volunteer program.

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

Essential Functions of the Job:

Plan and coordinate all programming activity for the Senior Center, including classes,
trips, special events and other activities

Provide outreach to presenters/performers, scheduling and program descriptions for
flyers, newspapers, newsletters, or social media, coordination of sponsorships and fees,
and enlist volunteers when appropriate

Responsible for sign-ups, collection of any fees, and attendance of participants

Create, print, and communicate program leaders' schedules to the front desk, including
volunteers

Provide most of the content for the monthly newsletter
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e (Coordinate mailing of newsletter and other projects

e Update Facebook account on a regular basis

e Update Town of Dedham COA website on a regular basis for content.
e Use Canva and other apps for flyers promoting senior center activities

e Maintain and update content on Senior Center bulletin board and Town Activities bulletin
board

e Recruit, interview and supervise volunteers who work at the Senior Center (Tax Work-
Off and non-Tax Work-Off volunteers)

e Plan a yearly volunteer recognition event

e Assist with preparation for events and activities, room set-up and clean-up

e Performs other 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 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 20 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. Work may be
performed outside of normal business hours during the week. The employee may be subject to
mental and emotional situations that require mental resilience.

Revision Date: April 13, 2026

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.
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