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JOB DESCRIPTION   
Job Title: Senior Service Office Coordinator 

     Program: Senior Services 

     Reports to: Director of Senior Services 

     FLSA:  Non-Exempt 

 

The following statements are intended to describe the general nature and level of work being 

performed.  They are not intended as a complete list of all responsibilities, duties and skills 

required of personnel so classified 

 

SUMMARY: 

The Senior Service Office Coordinator is responsible for daily coordination of the Senior 

Services program providing center-based services, home-based services, and providing 

administrative support to support those operations.   The Senior Service Office Coordinator 

assists the Director to verify that services meet federal, state, and agency guidelines and 

regulations. The Senior Service Office Coordinator assists the Senior Services Director to ensure 

that individuals and families, utilizing department staff, receive support and direction in 

providing care for their senior experiencing Alzheimer’s disease, related dementia or physical 

frailty.   

 

DUTIES AND RESPONSIBILITIES: 
1. Promotes a nurturing environment for individuals interacting with the Senior Service 

Department. 

2. Coordinates adequate staffing for office needs and a team atmosphere for staff. 

3. Assists the Director as needed for day-to-day office coordination.  

4. Utilizes crisis intervention and problem-solving skills. 

5. Conducts intake and referral for all incoming phone calls and individuals physically 

at the office. 

6. Develops and maintains all department and State databases for the program.  

7. Staff supervision of office assistants as needed to support activities of the department.  

8. Processes ADC Medicaid billing and case notes.  Processes billing for the ADC, SIH, 

and NFCSP including tracking of funding codes.    

9. Processes timesheets and completes case note verification.  Train staff in ADP 

utilization. 

10. Maintains scheduling of department vehicle usage and reports.  

11. Updates and maintains the provider schedule and keeps regular contact with on-call 

providers.  

12. Assists Program Director with on-call provider staff meetings (3 yearly). 

13. Provides Geri-Care Behavioral Safety Training to departmental staff.   
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14. Creates and maintains departmental files, to include record retention and update of 

departmental forms as needed for efficiency.  

15. Inputs participant information into electronic medical record, in accordance with 

agency procedures, state and federal requirements. 

16. Supports staff in utilizing electronic medical record system. 

17. Maintains and distributes the monthly ALH Vacancy list for Fairbanks and North 

Pole.  

18. Maintains office supply inventory and purchasing of supplies.  

19. Maintains brochure and pamphlet inventory.  

20. Maintains Health Fair supply inventory, sets up displays and participates in activity. 

21. Manages the overflow of maintenance of the Senior Service facility, monitors general 

cleanliness and orderliness and availability of proper supplies and equipment. 

22. Assists in preparation of the department’s quarterly newsletter. 

23. Implements all agency policies as appropriate. 

24. Attends training seminars, in-service sessions, and staff meetings. 

25. Provides other duties as necessary. 

 

 

MINIMUM EDUCATION AND EXPERIENCE: 

1. Bachelors’ Degree in Nursing, Gerontology, Human Services, Social Work or 

related field preferred with background in long-term care and delivery of community 

based services.  Experience and/or specialized education may substitute for degree 

requirements on a year for year basis. 

2. Two years of supervisory experience, preferred. 

3. Four years full-time or equivalent part-time experience working with seniors who 

experience Alzheimer’s disease and related dementia. 

4. Four years full-time or equivalent part-time experience working with individuals 

experiencing developmental disabilities and/or physical disabilities. 

5. Must meet agency insurance criteria for operating agency and personal vehicles on 

agency business (21 y/o and licensed 3 years). 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

Demonstrated ability to communicate effectively and professionally with participants, families, 

other agency staff, and community members is required.  Must be detailed oriented with 

excellent writing and verbal skills. Ability to communicate effectively with staff and identify 

issues needing attention as they occur.  Ability to problem-solve and negotiate coverage for 

services is essential.  Establishing work priorities and performance of required tasks without 

direction is essential to meet monthly requirements.  Must possess the knowledge and ability to 

utilize an electronic medical record (EMR) system and have the ability to learn new software and 

hardware applications, including Microsoft Office applications and accounting software.   Must 

have reliable transportation and maintain a good driving record. 
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LICENSES/CERTIFICATIONS REQUIRED: 

Alaska Driver’s License 

Certification in Adult CPR 

Certification in First Aid 

Geri-Care Certification 

 

IMMUNIZATION REQUIRED: 

Annual PPD Test 

Hepatitis B immunization (or) Waiver 

 

WORKING CONDITIONS: 

Medium Work:  Exerting up to 50 pounds of force occasionally and/or up to 20 pounds of force 

frequently, and/or up to 10 pounds of force constantly to move objects. 

 

PHYSICAL ACTIVITIES: 

Lifting: Raising objects from a lower to a higher position or moving objects horizontally 

from position-to-position.  

Talking: Expressing or exchanging ideas by means of the spoken word.  Those activities 

which demand detailed or important instructions spoken to other workers 

accurately, loudly or quickly. 

Driving: Minimum standards required by State Law (including license). 

 

ENVIRONMENTAL CONDITIONS: 

None:   The worker is not substantially exposed to adverse environmental conditions 

(such as typical office or administrative work) 

 

Ability to embrace and foster the company culture of hard work, accountability and positive 

results for individuals receiving support. 

 

Signatures 

 

This job description has been approved by all levels of management: 

 

Manager: ____________________________________________________ 

 

Human Resources:  ____________________________________________ 

 

Employee signature below constitutes employee's understanding of the requirements, essential 

functions and duties of the position. 

 

Employee_________________________________________Date_________________ 

 
Created: 10-3-16  


