Senior Rides Coordinator








00311
Grade:  Hourly

FLSA: Non-Exempt

Date:
4/19

Job Summary:  Develops and oversees the Senior Rides Program for St. Mary’s County Department of Aging & Human Services, serving older adults. Coordinates transportation between volunteer drivers and riders to doctors’ appointments, etc. Also performs other duties as assigned. 

Essential Functions:
1. Oversees the daily operations of the Program in a timely and efficient manner to ensure the needs of volunteers and consumers are met;

2. Maintains accurate record keeping for the purpose of reporting to include mileage claims, trip log, and consumer payments;

3. Establishes and promotes good communication with volunteers, consumers, and Department of Aging & Human Services personnel;

4. Works closely with the Department’s Senior I&A Manager to coordinate program services and recruitment of volunteers and consumers;

5. Works with the RSVP Manager to ensure all program volunteers complete required paperwork;
6. Processes new driver applications to include interviews and training needs;

7. Processes new consumer applications to determine eligibility;

8. Maintains confidential driver and consumer files;

9. Participation in program development meetings;

10. Performs other duties as it relates to program needs.


Secondary Functions:
1. Performs other duties as assigned within the specific department.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Knowledge of the procedures and practices of case file preparation and the preparation of documents;

3. Ability to effectively communicate in a courteous manner with other staff, especially members of the public who may be upset and/or angry.;

4. Ability to conduct research and maintain accurate records;

5. Math and language skills;

6. Must possess working knowledge of Microsoft Word and Excel;

7. Ability to maintain confidentiality.


Education and Experience: 
1. High school diploma or equivalent ;

2. Three years or more of related experience;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.
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