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POSITION SPECIFICATIONS 

 

 

 

POSITION TITLE:    CONSUMER SERVICE AGENT/COOK/Site Manager 

DIVISION:                   SENIOR PROGRAM 

REPORTS TO:            PROGRAM COORDINATOR 

FLSA:                            NON-EXEMPT 

CLASSIFICATION:   UNCLASSIFIED PART TIME 

 

 

I. General Description: 

 

This position will be responsible for the daily function of a Senior Center, including but 

not limited to the provision of social and nutritional services.  Responsible for the daily 

operation to include food preparation, food service, physical plant operation and work 30 

hours per week.   

 

II:       Organizational Relationships: 

 

1.  Reports to Program Coordinator, supervised by Program Coordinator 

2.  This is Not a supervisory position 

3.  Interacts with State Agency personnel, participants, general public and staff.  

                                

 

III:          General Statement of Duties: 

 

 

Social Services:  Where applicable, must have the ability to plan, organize, and manage 

all aspects of the social services which include but are not limited to information, referral, 

outreach, and health promotion. 

 

Nutrition Services:  The person who occupies this position must prepare meals for both a 

congregate and home delivered meal setting in accordance with all applicable policies, 

rules and regulations, including but not limited to food management, preparation and 

food serving.  Should be able to operate kitchen equipment and supervise maintenance 

procedures.  Should have knowledge of kitchen safety and sanitation procedures.  Must 

understand and ensure compliance with EID Regulations, State Agency on Aging Rules 

and Regulations and Area Agency on Aging Policies and Procedures. 
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IV:             Description of Duties 

 

1. Complete Roy congregate consumer registration forms and verify for accuracy. 

2. Determine with the Program Coordinators approval, eligibility for services. 

3. Coordinate center activities and services for eligible seniors, must have prior 

approval from supervisor before activities and services are finalized. 

4. Recruit volunteers to assist with various center activities. 

5. Provide a safe and clean atmosphere 

6. Operate kitchen equipment safely. 

7. Plan, prepare and follow daily menus and recipes for congregate and home 

delivered meals. 

8. Properly prepare food, both raw and pre-cooked, in an appetizing, safe and 

appealing manner. 

9. Order food and kitchen supply items according to established procedures. 

10. Plan, coordinate and manage food serving, including proper portion control and 

calculate necessary amounts needed to prepare food for specific numbers. 

11. Receive food orders, check invoices, and ensure food items are stored properly. 

12. Conduct and verify daily and monthy inventory records. 

13. Ensure proper maintenance of equipment. 

14. Ensure proper delivery of meals. 

15. Develop and maintain Roy Senior Center files in compliance with all Area 

Agency on Aging and State Agency on Aging reporting standards. 

16. Help in organizing and conducting fundraising activities to meet site match 

obligations. 

17. Advocate on behalf of seniors. 

18. Attend Trainings. 

19. Must maintain regular and acceptable attendance at such level as determined in 

the County’s sole discretion. 

20. Develop and maintain a positive, professional working relationship with the staff, 

the seniors and the community. 

21. Other duties as assigned or necessary to meet the goals and objectives of the 

program. 
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V:           Abilities and Skills: 

 

1. Demonstrate ability to take necessary action when items delivered are not the 

items ordered or invoiced. 

2. Demonstrate ability in purchasing and taking inventory of supplies and 

equipment. 

3. Demonstrate thorough knowledge of federal, state and local Health Department 

regulations and utilizes when preparing meals. 

4. Experience in program management. 

5. Ability to work with groups and community organizations. 

6. Ability to express self in a clear, concise, understandable manner, both orally and 

in writing. 

7. Ability to interact with others in a positive, courteous and professional manner. 

8. Ability to pass a Defensive Driving Course 

9. Ability to demonstrate following directions and organize work schedule 

 

 

VI:         Minimum Qualification Requirements:  Training and Experience 

 

High School Diploma or GED and three years training, work experience, and or 

combination of both, in services to seniors.  Training in Federal, State and Local Health 

Department regulations, and must possess a demonstrated ability to work effectively with 

people in organizing and directing activities for Senior Citizens.  Computer experience 

and bilingual (English/Spanish) preferred.  Must have a valid driver’s license, clear 

driving record and must pass a certified Defensive Driving course in order to drive any 

county vehicle. 

 

VII:       Minimum Physical Requirement 

 

Must be able to sit, stand, walk, and climb stairs, push, pull, reach, bend, lift, carry and 

drive. 

 

VIII:      Minimum Mental Function 

 

Good judgment, patience, respect for the elderly, empathy, adaptability, dependability, 

stability, confidentiality, maturity, ability to learn, emotional control, tact, 

communication skills, and leadership qualities. 

 

 

 

Any financial or personal information acquired from the client or co-workers is not to be 

discussed publicly or divulged in any manner to the general public without written 

consent of that individual.  Understand that breach of this trust is grounds for immediate 

termination. 
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I have read and understand the above job description and acknowledge that I meet the 

minimum qualifications and am able to perform all the duties and responsibilities and the 

physical requirements of this position.  I recognize that the County may modify or revise 

their job descriptions as needed with or without prior notice to me.  I agree that I will 

comply with all revisions or modifications to this job description.  I further recognize that 

the county may designate that I perform such additional duties as needed and that I will 

comply with such directions from the County and Program Coordinator. 

 

 

___________________________________               ______________________ 

Signature                                                                       Date 

 


