CLASS TITLE:
OUTREACH COORDINATOR—HUMAN SERVICES/COA
EXAMPLES OF DUTIES:

1. Provides in-person and telephone consultations to Natick residents of all ages and their families, including resource information, planning ideas both for immediate use and for longer range planning, problem solving, and education about beneficial social, educational, support, and financial resources.
2. Conducts home visits to consult with individuals and/or families or caregivers in cases when office visits are not possible due to frailty, disability, transportation, child care or other issues.

3. In consultation with the Director, makes referrals to other services as needed, primarily to the: Natick Social Workers, SHINE counselors, and Volunteer Resources Coordinator.
4. Works collaboratively with the Volunteer Coordinator to initiate and maintain volunteer services for seniors or individuals with disabilities who request it, including transportation rides, grocery shopping, friendly visiting, home fix-it, and more.

5. Provides follow-up calls and consultations as appropriate for residents and families who have used the Human Services and Council on Aging services.

6. Develops, maintains and updates a computerized database of resources, services, and information on topics relating to financial assistance programs, aging, and care giving for the use of residents, their families, and staff.

7. Designs and maintains attractive written resource information for distribution  customizable depending on customer needs and requests.

8. Maintains an up-to-date library of resource information and brochures on commonly requested services for distribution as requested.

9. 
10. Prepares a monthly column on topics of interest to seniors for the Natick Senior Center newsletter.

11. Assists Natick residents of all ages in applying for the Federal Fuel Assistance and Good Neighbor Energy Fund programs

12. Makes public presentations on benefit programs and Department resources to school, religious, and community groups..

13. Performs related duties as required.

FACTORS

A.
KNOWLEDGE, SKILLS AND ABILITIES
1.
Knowledge of the financial assistance and social service network. 
2.
Problem oriented recording.

3.
Knowledge and understanding of state statutes, regulations, and other community agency criteria to develop effective and appropriate referrals; department goals and procedures.

4.
Interpersonal/interviewing/counseling skills.

5. Skill in various computer applications such as Word, Excel, Access, PowerPoint, and publishing programs.

6. Program management skills.

7.  Ability to interact with residents of all ages and family members with sensitivity, tact, and   knowledge.


8.  Ability to respect and maintain confidentiality.


9.  Ability to communicate clearly in written and oral form.


10. Ability to work independently and be self-motivated.

B.
EXPERIENCE

Bachelor’s Degree in human services, gerontology, social work or related field and three to five years of progressively responsible professional experience in community volunteerism and/or social services with elder resources or any equivalent combination of education and experience.  Valid drivers’ license and reliable means of transportation are required.  

C.
SUPERVISORY CONTROLS

Under the general supervision of the Human Services and Council on Aging Director, the incumbent receives and carries out social service and financial assistance policies and procedures as identified by the Director.  A great deal of work is carried out with a good measure of initiative and independence.  

D.
COMPLEXITY

Provides outreach programs to enable Natick residents of all ages to live healthfully and independently in the community.  Coordinates programs and services, advocates for citizens with various community organizations, local and state agencies, and other associations, and informs citizens of the availability of resources and services. 

E.
NATURE AND PURPOSE OF PERSONAL CONTACTS

Work is primarily with the public, residents and their families and friends; interaction is needed with personnel from other community agencies, town departments, state and federal agencies to coordinate service provision.  
F.
WORK ENVIRONMENT AND PHYSICAL DEMANDS

Work is performed in a typical office environment and at the homes of clients.  Work environment is moderately noisy with regular interruptions throughout the day.  Stress is certain when dealing with human problems that occasionally leads to frustrations when needed resources for independent living are not available.  At times prioritizing consumers and/or their needs will be necessary adding to the stress demands.

G.
SUPERVISION AND MANAGEMENT EXERCISED

This position has no supervisory or management responsibility.
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