SENIORS PROGRAM COORDINATOR

The *** Association is currently seeking a Member Services Coordinator for the agency.  The Member Services Coordinator is responsible for planning and delivering programs to enhance the well-being of seniors (age 55 years and older) in ‘x’ geographical area.

JOB DUTIES:

· Develop, coordinate, and supervise community recreation, social, and education programs for seniors aged 55 years and older. 

· Plan, schedule, and coordinate special educational and recreational events for seniors and to promote the Centre.

· Develop schedules, allocate space, and coordinate supplies for all programs and program activities.

· Work with other staff members/volunteers to ensure the effectiveness of all of the Centre’s programs.

· Recruit, train, and supervise program instructors and volunteers.

· Liaise with staff at other seniors’ agencies who have similar responsibilities.

· Maintain accurate current program records.

· Maintain record of Society memberships and promote memberships.

· Collect data as necessary for outcome measures.

· Other duties as may be required to ensure the success of Mill Woods Seniors Centre’s programs and services.

· Responsible for opening and closing the Centre daily.

JOB REQUIREMENTS:

· Diploma/degree in Human Services or other relevant education.
· A minimum of 1 to 3 years experience in the coordination of and delivery of recreational, social, and leisure programs for seniors.
· Training and experience in volunteer management and staff supervision, including working collaboratively with seniors, volunteers, and community groups.
· Demonstrated ability to work both as a member of a team and independently.
· Demonstrated knowledge of and interest in the area of gerontology.
· Excellent problem solving skills.
· Excellent verbal and written communication skills.
· Knowledge of community services and resources pertaining to seniors.
· Flexibility to adapt to changes in policy, environment, and/or situation.
· Familiar with Microsoft computer programs.
· CPR/First Aid Certification.
· A vehicle for use during employment with valid operator’s license and appropriate business insurance.
HOURS OF WORK:  35 hours per week (Monday to Friday).  Some evening and weekend work may be required.
SALARY:  
REPORTS TO:  Executive Director.
CLOSING DATE:  When a suitable candidate is found.
PROPOSED STARTING DATE:  As soon as possible.
NOTE:

· A combination of skills, education, and work/life experience will be considered.

· A security clearance is a condition of employment.  The successful candidate will be required to obtain Security Clearance from the Edmonton Police Department.

HOW TO APPLY:

· By mail to 

We thank all applicants for their interest in this employment opportunity; however, only those candidates considered for the position will be contacted.
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