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DI STI NGUI SHI NG FEATURES OF THE CLASS: The work invol ves responsibility for
overseeing the adm nistrative operations of the Departnent
of Senior Services. The incunbent plans, devel ops, coordinates and directs prograns and
services for the aging population within Erie County. Wrk is performed under the
general direction of the County Executive. Supervision is exercised over |ower ranking
adm ni strative, professional, technical and clerical staff. Does related work as
required.

TYPI CAL WORK ACTI VI TI ES:

Acts as the local administrative officer for planning and coordination of
services for senior citizens in cooperation with the County Executive and the
County | egislature;

Serves as an advocate in order to nake existing service systens nore effective
and accessible to senior citizens;

Assesses the future needs of senior citizens to insure the continuance of beneficia
prograns and to inplement additional services according to need and denographics
i ncl udi ng handi capped and di sabl ed senior citizens;

Applies for such Federal and State funds and grants as nmay be beneficial to senior
citizens prograns;

Functions as a coordinator with cities, towns and villages within the County for
conmuni ty- based systens for senior citizens;

Gat hers and di ssem nates information relating to the needs of the aging and i nforns the
public through an awareness program of the services and facilities available to
seni or citizens;

Initiates and nmonitors prograns to preserve the safety of senior citizens with respect to

transportati on services and crime prevention

Perfornms such further duties as nmay be prescribed or directed by the County Executive or
the County | egislature.

FULL PERFORVANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS

Thor ough knowl edge of the characteristics, needs and interests of the aging; thorough
know edge of community agencies, facilities and services for the aging; thorough

know edge of adm nistrative policies and practices; good know edge of public relations
techni ques; skill in managenent, organi zational devel opment, and inter-persona

relations; ability to plan, pronote, direct and coordi nate a conprehensive comunity-w de
human services program ability to direct research studies and to prepare detail ed
reports; ability to neet the public and effectively address various groups;

dependability; initiative; resourceful ness; tact; physical condition commensurate with

t he denmands of the position.

M NI MUM QUALI FI CATI ONS

Graduation froma regionally accredited or New York State registered four (4) year
college or university with a Bachelor's degree and ei ght (8) years of adm nistrative
experience in a human services field.

NOTE: Graduation froma regionally accredited or New York State regi stered coll ege or
university with a Master's degree may be substituted for one (1)year of the required
experi ence.

Adm nistration - responsible direction and control of an organization or organzationa
unit. In addition to the supervision of work groups, the admnistrator is involved in
pl anni ng, resource allocation, program eval uation and policy formulation

NOTE: Verifiable part-tine and/ or volunteer experience will be pro-rated toward neeting
full-time experience requirenments







