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Job Posting – October 28, 2020
POSITION:  PROGRAM COORDINATOR - PLANNER
REPORTS TO:  Director - Area Agency on Aging, Aging and Disability Resource Center, 211/Area Information Center, Retired and Senior Volunteer Program (RSVP)

CLASSIFICATION:  Non-supervisory Full Time
LOCATION:   Lufkin, Texas

BASIC FUNCTION:
 (1) Performs moderately complex technical assistance work for the Texas Health and Human Services Commission programs to public and private agencies within the Deep East Texas State Planning Region (2) Provides Program Planning and Reporting Support to the Area Agency on Aging (AAA), Aging and Disability Resource Center (ADRC), Area Information Center (AIC) and Retired and Senior Volunteer Program (RSVP).  Work may involve contact with others outside of the direct reporting relationship.   Works under general supervision with moderate latitude for the use of initiative and independent judgment.

DUTIES AND RESPONSIBILITIES:

· Coordinates with DETCOG IT in the execution of procedures necessary to save, retrieve, and recover information from hardware and software failures as relevant to the AAA, ADRC, AIC and RSVP.

· Maintains data standards, including preparing and developing relevant software documentation, procedures, and definitions for data dictionaries relevant to AAA, ADRC, AIC and RSVP.

· Assists in developing goals and objectives for the use and improvement of an efficient and cost-effective software system relevant to AAA, ADRC, AIC and RSVP.

· Assists with AAA, ADRC, AIC and RSVP Requests for Reimbursement and/or Adjustment Journals; 

· Reviews program expenditures and check requests for appropriate cost allocations and required documentation.

· Responsible for training others on software applications as relevant to AAA, ADRC, AIC and RSVP.

· Develops and manages AAA, ADRC, AIC and RSVP relevant training programs by designing and providing training in special service projects as identified by AAA Director.

· Assists in the development and documentation of administrative or technical assistance procedures for the AAA, ADRC, AIC and RSVP.

· Responsible for research, composition, design, and editing agency publications and website information such as brochures, forms, and manuals for the AAA, ADRC, AIC and RSVP for approval by AAA Director and/or DETCOG Executive Director. 

· Participates in program planning, development and implementation of regional services for the AAA, ADRC, AIC and RSVP.

· Provides input for the development of the AAA, ADRC, AIC and RSVP Area Plans, Applications, Contracts, Certifications, and other required quarterly and annual plans or reports.  Develops project timelines and ensures that deadlines for submissions are met.

· Responsible for maintenance of all AAA, ADRC, AIC and RSVP area plans, certifications and reports documentation required for quarterly/annual submission to funding agencies.

· Periodically reviews existing job descriptions for AAA, AIC, ADRC and RSVP staff for needed revisions. 

· Provides Software Support and training for all program required software systems for AAA, AIC, ADRC and RSVP.

· Assists in the development of policy and procedure changes for AAA, AIC, ADRC and RSVP.

· Assists in preparing the annual budgets and required budget amendments for:

· Area Agency on Aging

· Texas 211 – AIC

· Aging and Disability Resource Center

· Retired and Senior Volunteer Program

· Maintains records on staff, such as leave and vacation requests, expenses, time records, required certifications, training, etc.

· Attends all Health and Human Services Regional Advisory Council meetings. 

· Assists with intra/interagency service coordination.

· Performs related work as assigned by Director.
DESIRED QUALIFICATIONS:

Graduation from an accredited four-year college or university with major course work in computer science, management information systems, or a related field is generally preferred.  Education and experience may be substituted for one another.  

KNOWLEDGE, ABILITIES AND SKILLS PREFERRED:

· Ability to identify and define user task needs, to conduct short-range and long-range project planning studies, to develop reports and to train others.
· Ability to maintain EFFECTIVE working relationships with other employees, agency representatives, organizations and the general public.

· Ability to demonstrate knowledge of Windows based software, with strong skills using Microsoft Word and Microsoft Excel, and at least a moderate skill using Microsoft Access and Microsoft PowerPoint.
· Ability to follow verbal instructions and detailed written procedures and instructions and to work independently in the absence of specific instructions.
· Ability to understand and interpret written regulations and policy statements.

· Ability to express written and spoken ideas clearly, concisely, and effectively.

SALARY:  $38,480 - $44,730, depending on experience.  Benefits include health insurance, retirement plan and other benefits.

REQUIRED CERTIFCATION: 
· AIRS Certified Information and Referral Specialist – Aging and Disability (CRS-A/D) and/or Certified Resource Specialist (CRS)  

· Required within 18 months of employment or as soon as eligible to take the AIRS certification examination 

APPLICATION PROCEDURE:
Submit completed application and resume to the DETCOG Human Resources Director by one of the following methods:

· Email to:  ddavidson@detcog.gov 

· Mail to DETCOG Attn:  Personnel, 1405 Kurth Drive, Lufkin TX 75904
Application can be found online at www.detcog.gov under the “Notices & Resources: tab.

DETCOG IS AN EQUAL OPPORTUNITY EMPLOYER
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