CITY OF SPRINGFIELD

DEPARTMENT OF ELDER AFFAIRS/GOOD LIFE CENTER

1600 Columbus Ave. Springfield, MA 01103-1654

Tel: (413) 7876126 & 787-6861 Fax: (413) 750-2694

SENIOR AIDE EMPLOYMENT ASSIGNMENT DESCRIPTION

1. ASSIGNMENT TITLE: Telephone Reassurance Check-N-Chat Caller


2. HOST AGENCY Springfield Partners for Community Action



ADDRESS 619 State Street, Springfield, MA 01109  Tel: 413-263-6500



3. AGENCY DIRECTOR: Paul F. Bailey






4. ASSIGNMENT LOCATION: Administrative  Offices





5. HOURS OF WORK: Monday – Friday   9:00 AM – 1:00 PM




6. ACTUAL WAGE RATE: 


N/A






7. TYPE OF SUPERVISION: Under the direct supervision of Director of
 Community Services.









8. DUTIES AND RESPONSIBILITIES: Conduct daily assurance calls to
 program participants; maintain neat and accurate participant files and
 program documentation. Attend bi-monthly staff meetings and trainings as
 required. Prepare and submit monthly reports. Keep supervisor
 advised of program and participant needs.






9. CRITERIA FOR SELECTION: Assignment skills are a possible match for the Host Agency to develop and provide additional training for job placement.



10. TRAINING TO BE PROVIDED: Training will be provided by the supervisor assigned to the Senior Aide. Training will continue until worker is comfortable

 performing assigned tasks.








11. COUNSELING: Upon request the City of Springfield through their EPA Program can
 offer FREE confidential and personal assistance to employees and their families to resolve problems that may affect their personal lives or assignment performance.
12. EFFORTS TO BE MADE TO FIND PERMANET EMPLOYMENT: To be
 pursued provided the Senior Aide is interested and a position is available.


13. SUPERVISOR’S SIGNATURE: 




DATE:


14. SENIOR AIDE’S SIGNATURE: 




DATE:


PLEASE SUBMIT ORIGINAL TO THE SENIOR AIDE PROGRAM

