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Berkley Council on Aging
Outreach Coordinator

Position Surmmary:

The Outreach Coordinator is responsible for assisting seniors, particularly isolated older adults,
by connecting them to community resources, services and benefits that enhance their ability to
remain independent. This role requires strong advocacy, communication, and case management
skills to ensure seniors receive the support they need. This position reports to the Director of
the Council on Aging.

In addition to outreach responsibilities, this position also provides general support within the
Council on Aging. The Outreach Coordinator will assist the director with day-to-day operations,
inéluding answering phones, greeting visitors, setting up for events, registering seniors for
ﬁfbgrams and helping with other administrative tasks as needed. This role requires flexibility
and strong organizational skills.

Essential Duties and Responsibilities:

- Conduct outreach to seniors, caregivers, and families to assess their needs and connect
them with appropriate community resources.
"« Provide information, referrals and assistance with applications for essential programs,
including Meals on Wheels, food pantries, fuel assistance, SNAP and other benefits.
- Conduct in home and office visits to assist elders in identifying their needs for services.
- Maintain accurate and up to date records on clients and resources available.
- Maintain a close working relationship with agencies providing services to elders in the
community. '
- Develop and implement programs to support elders in need, such as support groups.
- Responsible for overseeing the Grab and Go lunch program.
- Responsible for overseeing the Mobile Market Food Pantry (Brown Bag), including food
distribution, transportation, and home delivery to homebound elders.
.- Toperform other related duties as requested by the Director.

Preferred Qualifications:

A degree in social work, human services, or related experience. Strong social/interpersonal,
written, and verbal communication skills. Successful completion of COR{ background check.
Must have valid Massachusetts driver’s license and own vehicle,

Physical Requirements:

More than half the time is spent in a typical office setting. Regularly uses computers and office
equipment. Must be proficient in Microsoft Office products. May occasionally lift up to 25
pounds.



Hours and Compensation:

This is a part-time, grant funded position for 10 hours a week scheduled as two 5-hour days.
Wednesday availability is required to support food distribution. Compensation is $20.45 per
hour. “This program is funded in part by a grant from Bristol Aging & Wellness, Inc. through a
cohtraét with the Massachusetts Executive Office of Aging & Independence.” Continued
efnployment is dependent on the availability of grant funding.



