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Town of Topsfield

JOB POSTING

Council on Aging Director
(Posted May 2, 2016)

Director - Council on Aging

May 2, 2016 to May 20, 2016 (remains open until filled)

$26.27 to $34.36 per hour (Starting hiring range up to $30/hour)

Grade 7 Non-Union Classification Plan; FLSA Exempt; Under Personnel Bylaw

30-35 hours/week - Town Hall Business Hours: 8am to 4pm (M-Th); 8am to 12noon (F)

The town of Topsfield (Pop. 6,300) seeks qualified candidates for the full-time (35 hours)
position of Director for the Council on Aging to perform professional, administrative and
supervisory work in developing and implementing programs and services to meet the needs of,
and enhance the quality of life of, the town’s senior population.

Bachelor’s Degree is required; Degrees in Social Work, Liberal Arts, Life Sciences or a related
field is highly preferred; Master’s Degree preferred.

Ten (10) or more years of professional experience in Elder Services, Social Work, Gerontology or
a similar setting or related field; Requires five (5) years of direct experience working with seniors
and coordinating or managing the delivery of adult programming, social services and outreach;
Municipal experience is highly preferred but not required.

Directly supervises all department employees (approximately 4) including Department
Secretary/Meals on Wheels Coordinator, Van Drivers and Data Entry Clerk. Also supervises
Senior Work-Off Program volunteers.

Serves as executive director of the Council on Aging; Provides professional support to the
eleven-member Council on Aging (COA); Receives policy and programming direction from the
Council on Aging and personnel/management direction under the Town Administrator/Board of
Selectmen; Manages and schedules volunteers and staff, including Administrative Assistant (25-
30 hours/week); Manages and oversees: Department budget, Emerson Center activities, Meals
on Wheels, monthly Senior Scoop Newsletter, in-house social activities, recreational
programming, direct outreach and social services referrals; Reports any cases of elder abuse or
elders at risk to appropriate agencies; Works cooperatively with COA members, Town staff,
volunteers, municipal departments and community agencies; Coordinates with other Town
departments and staff to ensure effective service delivery to Topsfield’s Seniors. Detailed job
description: www.topsfield-ma.gov

Qualified internal applicants must apply by Monday, May 9, 2016. External applications received
before Friday, May 20, 2016 will be given the highest consideration. (Position remains open and
posted on-line until a qualified candidate is hired.)

Please submit a letter of interest, resume by Friday, May 20, 2016 to selectmen@topsfield-
ma.gov addressed to Town Administrator/ Personnel Director, 8 W. Common St., Topsfield, MA
01983 or to selectmen@topsfield-ma.gov. Topsfield is an AA/EEO employer.

Call 978-887-1500 or email Selectmen@topsfield-ma.gov




