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Town of Ayer, Massachusel(s

Position Title: _ Administrative Assistant Exempt/Non-Exempl:
Nutrnition Site Manager (Falr Labor Siandards Acl)
Step:

Classification Grade:

Briefl Definition/Description of Job:
Ass.ist the Council on Aging Director with daily operations. Manage alf

aspects of the nutrition program, including nrecondkheeping, annual client
updates,. onderning food, maintenance of volunteers, meal delivery, ete.

(feesqtiaghied, fob. #4BE  ninity, and SKin

) H:igh School diploma, computer Literate
CERTFiIiCaTIonN \N Fool TWANOLING

2. Experl(énce
At Least one yearn work experience within the Senior network

i
A Judgnient and Initiative
Abitity to perform duties with medium/high tatitude for individual judgement

]
4. Superviston Required

Repornts directly to the Council on Aging Dinectonr.

5. Accountability p : .
Must demonstrate sensitivity to the needs of the elderly, and a willingness

to accommodate them according to progham policy.

6. Conlact with Others

Daily contact with Senions. Courteous and sensitive to the needs of Senions.

7. Confidentiality ' :
Musz maintain complete confidentiality concerning all aspects of senior

L348ues., .

7
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8. PhyslcalEnvh'onment
A negulan Office envinonment, kitchen facility.

2 Manual Skils
AbiLity to package dood, wonp <n the kitchen,

!

10. Physical Effort .
Sohne meat deliveny, walking, climbing dtains,

11, Occupational Risks
1N/A

12. Character ;)fSnpcrvlslon

"t NJA
|

13. Scope of Supervision
I
N/A

Comments:

Prepared by; 2t d '//64 é/’\-— Date: /* Llé#‘ ’71! 4 0?)

Approval ol’/\-ppolnling Authority:




