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TOWN OF WINCHESTER – CITY OF WINSTED

Town Hall – 338 Main Street

WINSTED, CONNECTICUT 06098
Job Description

SENIOR CENTER OFFICE ASSISTANT
Duties and Responsibilities:  

Greets visitors; answers the telephone; schedules senior van rides; provides information; takes reservations and payments for trips, special lunches, and programs; processes memberships; submits data entry; organizes and makes phone calls; and other duties as assigned by director.
Qualifications:
· Ability to be courteous, sensitive, and tactful when working with older adults, their families, and caregivers.
· Works safely, efficiently, and effectively, especially when managing frequent interruptions.
· Knowledge of resources and programs available for older adults. 
· Must handle confidential information appropriately. 
· May assist with the State of Connecticut Renters' Rebate applications, the State of Connecticut Department of Agriculture Farmers' Market Card Program, and VITA Tax Prep program.
· May assist to manage trips, including travel agency contacts, trip planning, rooming list and bus list.

· Flexible team member.
· Computer skills are required.

· The ability to lift 30 pounds is required.
Licenses and Certifications:
· A valid driver's license is required.

· CPR/AED, First Aid, and sexual harassment certifications are required and must be maintained throughout employment.
Starting afternoon 3-hour shift and increasing to 12 hours a week after January 1, not to exceed 19 hours per week.
No medical benefits or paid vacations, (please insert wording for sick time)
This position is subject to a 90-day probationary period
The Town of Winchester is an equal opportunity provider, employer and lender.

