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Job Title:
Senior Services Program Associate (Part Time, Non-Exempt)
Pay Rate:
$19 per hour
Location:
Glenville Office
Job Category:
Program Associate
Provides program, clerical or support to Directors or Managers.  Duties will be program specific and may include filing, answering phones, recording and inputting data, working with clients/customers, other duties as assigned.

Schedule: 
Monday – Tuesday – Wednesday 




8:00am – 4:00pm

Job Summary:

Responsible for providing free supportive services to senior residents of Southern Saratoga County in efforts to help them maintain their self-sufficiency.  The Senior Services Program Associate position is designed to assist the Senior Services Program Manager by having good interpersonal skills, providing clerical assistance, communicating, as needed, with other office staff.
Duties and Responsibilities:

· Answering telephone calls and responding to requests for assistance
· Developing and maintaining processes to ensure the confidentiality of all volunteers and Care Receivers, under the supervision of the Program Manager.
· Maintaining the agency’s database for senior services 
· Contacting and determining the availability of volunteers, as needed.
· Reporting to the Program Manager any changes in status of Care Receivers and volunteers.
· Communicating with volunteers on their responsibilities.
· Communicating with Wellness Express Drivers about duties.
· Suggesting, with the Program Manager, possible improvements to Senior Services.
· Providing information and referrals to Care Receivers.
· Coordinate maintenance and keep records for the Wellness Express Van
· Assist Program Manager with Community Outreach and Events
· Compile Reports for program statistics as needed.
· Assume program responsibilities in manager’s absence.
Skills Required:

· Strong work ethic.

· Strong computer skills and ability to perform office tasks with Windows platform; to include Word, Excel, PowerPoint and Outlook.

· Strong verbal and non-verbal communicator.

· Must be well organized and able to successfully work on multiple projects and assignments.

· Ability to work with a diverse client base, volunteers and co-workers and successfully work within a team environment.
Qualifications:
· High school diploma or equivalent. Associates degree preferred. 

· Must possess a valid NYS Drivers License and provide evidence of appropriate insurance coverage.

· Excellent organizational and interpersonal skills, flexibility and initiative.  

· Ability to lift 30 lbs. 

Telecommuting and Remote Work:
Generally, work from home is not a viable option for this position as there is a significant need for telephone support for seniors, volunteers and drivers at the office.   In addition, this position is a part of a team that provides office coverage for the Glenville office, during normal business hours, and will need to be in office for those assignments.  Working from home will be considered in unusual circumstances and only when program coverage can be fully provided. 
Employer Disclaimer:

· Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their direct supervisor.

· This job description does not create an employment contract, implied or other than an “at will” employment relationship.

CAPTAIN CHS is an Equal Opportunity Employer.

*To apply please send Cover Letter and Resume to the following:

 Terra Maddalone-Ristau, Senior Services Program Manager, at Terra@captaincares.org

