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JOB DESCRIPTION			
Rainbow Seniors ROC

Rainbow Seniors ROC is a non-profit organization working to improve the quality of life for LGBTQ+ older adults and educate other audiences about the needs of older LGBTQ+ people.  We provide lunch and social programming, act as a voice to advocate for LGBTQ+ people age 50 and older and encourage everyone to “Live Vibrantly at Every Age.”

JOB TITLE: 	Program Coordinator 
SUPERVISOR:	Board of Directors
STATUS: 	Non-exempt, part-time, 20 hours per week. Work is primarily during the work week between 8:30am and 4:30 pm with occasional evenings or weekends for special events.

SUMMARY:
We are seeking a compassionate and organized coordinator responsible for planning, organizing and overseeing the daily operations of the lunch program and social activities and events.  The coordinator ensures programs run smoothly, meet the needs of Rainbow Seniors ROC members and comply with all health, safety and organizational standards. This role is ideal for someone who values inclusivity, community engagement, and supporting LGBTQ+ and ally older adults in a welcoming environment.

DUTIES AND RESPONSIBILITIES
1.0 PROGRAM OPERATIONS
1.1 Implement goals and objectives of organization and all funder contracts to ensure program compliance. 
1.2 Plans, organizes, and runs lunch program.
1.3 Research, survey and develop an innovative monthly program calendar with input from members. 
1.4 Models a kind, warm, enthusiastic attitude and creates an environment free of harassment and bullying.
1.5 Develops sign-up sheets and maintains member participation to accurately reflect members served.
1.6 Ensures all programs and participation are tracked, including maintenance of accurate attendance records.
1.7 Orders food and paper supply and maintains equipment.
1.8 Provides supervision and training to all program volunteers.
1.9 Attend Monroe County Office for the Aging Older Adult Center Coordinator meetings.

2.0 FINANCE AND BUDGET 
2.1 Operates within budget specifications.
2.2 Maintains inventory of program supplies and equipment. Orders and/or purchases supplies as needed.
2.3 Submits receipts and contract requests using approved procedures.
2.4 Collects/deposits member contributions for meals, activities and donations then enters funds into banking worksheet.

3.0 MARKETING AND OUTREACH
3.1 Promote programs through social media, flyers and community partnerships.


3.2 Build relationships with local organizations and older adult programs to enhance program offerings.
3.3 Creatively advertises and promotes program offerings to all members. 
3.4 Encourages participation in programming including reminder calls for upcoming events/programs.
3.5 Recruits volunteers from the member base and develops opportunities for meaningful involvement in the operations of the program.

4.0 PERSONNEL/EMPLOYEE RELATIONS
4.1 Coordinates and Oversees interns and volunteers.
4.2 Maintains a spirit of cooperation and teamwork with colleagues, members, volunteers and Board members by participating in meetings and functions as applicable.
4.3 Attends appropriate workshops and training for skill building.
4.4 Adheres to all Organization Policies and Procedures.

5.0 OTHER
5.1 Performs all other duties as assigned by supervisor.

PHYSICIAL/MENTAL REQUIREMENTS:
· Excellent customer services/interpersonal skills including verbal and written communication skills, listening and understanding concerns while maintaining composure under difficult situations
· Computer skills required: working knowledge of Excel, Word, PowerPoint 
· Must be able to multi-task in a very busy environment
· Ability to work in multi-cultural environment and build relationships
· Able to stand for up to 2-hour increments and lift, carry, push and/or pull 25+ pounds

QUALIFICATIONS:
· Bachelor’s degree preferred.
· Minimum of 2 years’ experience working with older adults developing and implementing social/educational programs a plus.
· Completion of Required Monroe County Food Service Certification within 1 month of employment.




Please send your resume with a cover letter to: hiring@rainbowseniorsroc.org
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