YADKIN VALLEY ECONOMIC

g
\\ ,/ YVEDDI

DEVELOPMENT DISTRICT, INC.

Post Office Box 309, Boonville, NC 27011

533 N Carolina Avenue Highway 601 N
Telephone (336) 367-7251 — Fax (336) 367-3637
Tax 1.D. 56-0851147

Serving Davie, Stokes, Surry, and Yadkin Counties

To: = [nterested Persons
N.C. Employment Security Commission
Fax: (336) 679-7350
How would you like the Employment Service to contact you?
O Phone O Fax O Malil Email kpayne@yvheadstart.com
Number of Positions: 1 Number of Referrals Desired: 12-15
Minimum Age: 18
Keep Job Order Open Until: until filled
(cannot exceed 30 days without notifying ES office staff)
(3 Unsuppressed-Contact (7 Partially Suppressed-Contact | (3 Suppressed-Contact
information is available to information is available to information is available to
potential job seekers and anyone | qualified job seekers. Will require | qualified job seekers after staff
else with access to the internet. | some staff intervention. has contacted employer and
Does not require staff received permission to refer. Will
intervention. require staff intervention for each
referral.
Federal Contractor
O Under affirmative action compliance
From: Kathy Payne, Interim Executive Director
Date: September 11, 2013
Regarding: JOB VACANCY
Position Title: Senior Enrichment Program Director
Job Location/Address: 533 N. Carolina Ave., Highway 601 N Boonville, NC 27011
Work Schedule: Full-time Hours per week: 40+ hours per week
O Parttime  Hours per week:
O Seasonal  Duration:
O Temporary  Duration:
3 Other
Wage/Salary Range: $15.00 - $16.96 Show Salary Information to Jobseeker
Starting Date: November 4, 2013

EQUAL OPPORTUNITY EMPLOYER AND SERVICE PROVIDER




Job Summary - The most important Task/Skills performed in the position

1. To provide overall coordination, management, and supervision for all Older Americans Act programs and activities
2. To coordinate program services and activities with local and regional agencies/organizations that provide goods and
services for older adults
. Must be able to communicate effectively with staff and local agencies
Must be able to schedule and organize time wisely
Must be sensitive to the needs of the elderly
Must have valid North Carolina Driver's License and access to vehicle for job use
Must be able to complete records and reports accurately and in a timely manner
Must be able to provide leadership and direction to subordinate staff
. Must be honest and bondable
10. Ability to do caterer and staff evaluations
11. Assist with and act to sustain Policy Advisory Committee and Menu Committee
12. Monthly review of each project site to determine compliance with goals/objectives
13. Participation in Councils on Aging and other coordinating councils/committees
14. Supportive service outreach and follow ups
15. Close working relationship with RSVP to mobilize and utilize volunteers
16. Mobilization of resources to benefit projects
17. Computer knowledge
18. Review of projected staff Weekly Work and Travel Plans
19. Staff Performance Evaluations completion
20. Conduct staff meetings on a regular basis
21. Attend relevant workshops and conferences
22. Maintain policies/procedures governing operations of the OAA program
23. Maintain clients and program records and files
24. Complete follow-up program activities
25. Plan and organize recognition for program volunteers
26. Maintain volunteer records
27. Maintain memberships to and seats on coordinating councils and community-based organizations
28. Provide referral services
29. Conduct fund-raising activities
30. Supervise program staff to insure compliance with laws, regulations, and program objectives
31. Review, revise, and approve Staff Weekly Work Plans, Time Sheets, Travel Sheets, Leave Requests, Requisitions,
etc.
32. On-site visits for guidance and monitoring of Nutrition Centers
33. Cost sharing policies and procedures

©PNO U AW

Education Requirements: High School Diploma/GED

O Certificate/Certification

College Degree preferred 4 year degree in Social Work

Experience equivalent experience and training

3 Other

EQUAL OPPORTUNITY EMPLOYER AND SERVICE PROVIDER




_ _ _ Yes ONo
Driver's License Required:
CDL: O Class A O Class B O Class C
Languages Preferred: English O Spanish O Bi-lingual
Requirements Drug Test Required Background Check Required
_ Pension Plan Medical O Dental 3 Vision
Benefits

Paid Vacation/Sick

O Education Assistance

For Questions Contact:

Kathy Payne

P O Box 309

Boonville, NC 27011
kpayne@yvheadstart.com
336-367-3520

Apply

Mail resume/application to:

Fax resume/application to:
336-367-3637

Apply Within::

Boonville, NC 27011

P O Box 309 Boonville, NC 27011

533 N. Carolina Ave., Highway 601N

Employment applications available at www.yveddi.com

EQUAL OPPORTUNITY EMPLOYER AND SERVICE PROVIDER
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