ATTACHMENT 1

Cubver

PERSONNEL DEPARTMENT

SENIOR AND SOCIAL SERVICES SUPERVISOR

DEFINITION

Occupants of this management classification are in the classified service. This first line
supervisory classification is responsible for organizing and supervising the day-to-day

operations of the Senior eemmunity-and Social Services provided-at-the-City's-SeniorCitizen

Division, including the City’s Senior Center.

SUPERVISION RECEIVED AND EXERCISED

This position reports to the Senior and Social Services Manager. Responsibilities include

supervision of Seniorand-Secial-Services-Specialists-and-\fan-Brivers professional, clerical and

support staff, including volunteers.

ESSENTIAL JOB DUTIES

The following tasks are essential for this position. Incumbents in this classification may not
perform all of these tasks, or may perform similar related tasks not listed here.

semees—and—amg%ams—te%emembe#s—and%eemmunﬂy—#e&dem& Plans, schedules,

and supervises eemmuhity senior and social services programs provided by the Division, at

the-Sentor Citizens' Center by-the-Sentorand-Seoctal-Services-Specialists: assuring sueh the
programs and services best fit the needs of the residents-ofthe-City-participants.

3. Maintains—tles—on—programs. chents and-—special-events—Utiizestiles— programievent
planning—and in the completion—ofreports. Conducts research and analysis of various
programs and services provided. Maintains program records and prepares status and
activity reports as requested.

reperts—as—required. AsSISts in developlng, monitoring and evaluatlng D|V|5|ons budget,
performance measures and work plans.

5. Maintains a competent and motivated workforce and-service—oriented-stafi—including the
weekend full-time—van—driving—staff; and—volunteers by selecting, evaluating, disciplining,
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tra|n|ng, and motlvatlng subordlnate staff

6. Enforces the C|ty, Department Division and Senior Citizens’ Center poI|C|es and
procedures , , ;

8. 7. Utilizes community outreach and marketing strategies to enhance public awareness of
programs and serwces prowded and to encourage program and event part|C|pat|on

events—eeetd+naﬂng—@4ty—semees—ter—spee|al—eventsr 8. Establlshes and malntalns

relationships with other departments, cities, social service agencies, and the public. Attends
meetings, networks with community-based organizations, and serves on committees related
to senior and social services issues.

10. 9. Plans and coordinates Organizes—manages,—and-executes various speectal events related
to senlor and somal services. —et—srgnmeaneﬂe—the—eemmemty#he—mam—ewnwe—Heatth

4. ASSIS'[S W|th the preparatlon and admlnlstratlon of various grants
10. Handles and resolves complaints by programs participants and the public.

MARGINAL JOB DUTIES

The following tasks are typically performed by individuals in this classification but are considered
less than essential.
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1. Responds to high-velume-of inquiries and public service needs by conducting interviews with
community residents and Senior Center members and performing the services of counselor,
mediator, and problem solver as needed.

2. Monitors and supports the Culver City Senior Citizen’s Association 501-C3.
3. Coordinates with other City departments regarding relevant event services.

MINIMUM KNOWLEDGE, SKILL AND ABILITY

Knowledge of:

Senror and somal services programs avallable—te—senrers—anel—the—drsabled
Trends iIssues and special needs reIated to older adults.

Communrty outreach relations and marketrng strategres teehn+e|ees
Geenselrng—and Programs development and effectrve program monrtorrng technrques.

Grant admlnlstratlon and development

Report writing techniques.

Method of employee selection and principles of supervisioni-behavioralmanagement.
Conflict resolution techniques

Recreation and social services objectives, principles and techniques for the delivery of
meaningful services to the public.

Skill and Ability to:
Provide effective customer service.
Analyze and resolve problems mdependently and |n a trmely manner. Werlemdependently—

Develop, recommend and implement policies, procedures and regulations.

Supervise, train and maintain motivated staff.

Communicate effectively in both verbal and written form.

Conduct research, analyze, deecument—information and prepare proposals and complex

analytical reports.

Prepare and maintain accurate records utilizingrecords-to-prepare-reports-asregquired.
Effectively utilize a personal computer and related software. Properly—operate—office
machinesincluding-computers:

Manageend—exererseernterpersenal—skrlls Interact Wlth a dlverse souo economic and cuIturaI

population with i
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courtesy, alertness for safety, and compassion. Aectas-a-community-relationsrepresentative
Demonstrate empathy towards seniors and the disabled.

Act—as—a—community—relations Representative—for the Division on public forums in a
professional manner.

Coordinate programs with other departments and agencies.

Establish and maintain effective cooperative working relationships with management,
subordinates, City staff, and the public.

Interpret, understand and effectively apply service programs while complying with policies
and regulations.

LICENSE AND CERTIFICATES

Possession of a valid California Class C driver’s license.

TRAINING AND EXPERIENCE

Any combination equivalent to training and experience that could likely provide the required
knowledge, skills, and abilities would be qualifying. A typical way to obtain the knowledge, skills,
and abilities would be: a Bachelors Degree from an accredited college or university in
recreation, er gerontology, social work, public administration or related field and four years of
full-time professional experience in recreation, social services, or senior adult setting including
two (2) years in a position comparable to Senior and Social Services Specialist lead—werker
capaeity. A Master's Degree may be substituted for one (1) year of work experience. Prior
grant writing experience is highly desirable.

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS

Require mobility of arms to reach and dexterity of hands to grasp and manipulate small
objects. Lower body mobility may not be required.

Perform lifting, pushing and/or pulling not to exceed 50 pounds and is an infrequent aspect
of the job.

Is subject to office environmental conditions.

May be required to work evenings or weekends and/or to travel within and out of City
boundaries to attend meetings.

Revised May 2002 4
November 1998
Revised December 2007



