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-~ Empowering Independence




Job Description: Southeast Senior Center Manager
Supervisor:  Director of Senior Centers



The Senior Center Manager shall be responsible for the overall management of the Southeast Neighborhood Senior/Health and Wellness Center.  He/She shall assure that services reflect SCS’ Mission Statement, supporting senior independence through meals, shelter, education and community.

This is a management position responsible for performing supervisory work involving varied and complex administrative and promotional duties and entailing the development of a diversified program of recreation programs, social service programs, and special events at the Neighborhood Senior/Health and Wellness Centers.

A.  He/She shall manage in alignment with SCS core values and in close contact with the Director of Senior Centers.
Major Duties:
B. Researches the need for, recommends, initiates, maintains, operates and evaluates a diversified program for senior citizens in a specific community; 

C. Manages the daily operations of the center, including program development and execution (activities, health/wellness activities, recreation/education activities, etc.), transportation, outreach efforts, nutrition (daily meal service/ordering/reporting), fund development, and Site Council oversight;

D. Works with the Senior Center team to develop projects for incorporation in the Neighborhood Senior/Health and Wellness Centers, engaging the cooperation and assistance of volunteers, agencies and organizations interested in the needs of senior citizens;

E. Works closely with Fulton County Office of Aging and Atlanta Regional Commission to ensure that goals are met and/or exceeded and contract compliance is met.

F. All SCS Staff are expected to take on additional responsibilities and participate in organization-wide endeavors as mandated.  
Education/Experience:
Bachelor’s Degree in gerontology or a related field and/or commensurate experience working with a senior population.  Must be proficient in excel.  Must have excellent written and verbal communication skills.  Experience with ServeTracker and/or bilingual proficiency a plus. 

Please send a resume, cover letter and at least three work-related references to: Julie Jones, Director of Neighborhood Senior Centers: anorman@scsatl.org  

or mail to: Senior Citizen Services; 1705 Commerce Drive, NW; Atlanta, GA 30318 

(please no fax/phone communications). 
EOE
This job description/posting in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position. Employee(s) will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments. 

A review of this position has excluded the marginal functions of the position that are incidental to the performance of fundamental job duties. All duties and responsibilities are essential job functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbent(s) will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities. 

This document does not create an employment contract, implied or otherwise, other than an "at will" relationship. 

