Ypsilanti Senior Center

Position Description

for

Ypsilanti Senior Center 

Administrative Assistant
Under the direction of Ypsilanti Senior and Community Center Coordinator, assists in records management, nutrition program and specific areas of the Center’s program operations.

Responsibilities include:
· Administrative responsibilities 

· Manage facility when Executive Director is off site or unavailable.

· Assist in hiring, training, and managing AARP employees and volunteers

· Monitor kitchen and office supplies inventory
· Interact with outside marketing reps and businesses to solicit and secure donations

· Open the center daily
· Supervision of the nutrition program
· Serv Safe Certified

· Maintains the paperwork for senior nutrition program

· Train and supervises kitchen staff and volunteers

· Monitors to assure the safe handling of food
· Communicate with caterer and OCED

· Compile EOM paperwork and scan to OCED

· Reception and support of members
· Oversees receptionist

· Oversee and trouble shoot phone calls and member needs

· Orients new members

· Assistance with rentals

· Provide tours of facility to potential renters

· Assists with contracts 
· Manage Google Calendar

· Schedule volunteers to open and close center for rentals

· Handle monies

· Newsletter 
· Holds files of activity participants
· Assists with membership files

· Help to compile information for the monthly newsletter

· Over-site of day to day activities, as needed
· Monitor upkeep of the building 

· Assist with activities

· Memory café – coordinate activities, hold resources, make reminder calls
· Teach monthly craft class

· Shop for supplies

· Supervise setting of the rooms

Skills Required:
· Ability to keep accurate records; tabulate and prepare basic reports 

· Strong organizational skills

· Demonstrated interpersonal skills. Effective in welcoming participants and directing volunteers

Education Required:

· Possession of a High School Diploma or GED equivalent. Some college coursework preferred. 
Certifications Required:
· ServSafe Food Handling Certification (can be obtained after hiring)
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