




 

 

SERVICES ASSISTANT- OFFICE FOR THE AGING 

 

DISTINGUISHING FEATURES OF THE CLASS: This position involves responsibility for 

assisting higher level staff in the support of Office for the Aging programs.  Duties may include 

assignments in the areas of client services assessments, Home Energy Assistance Program, volunteer 

coordination and other Department program and services functions. The work is performed under the 

general supervision of the Director of the Office for the Aging with some leeway allowed for the 

exercise of independent judgment.  Performs related work as required. 

 

TYPICAL WORK ACTIVITIES:  (Illustrative only) 

Works directly with clients or their delegates to identify agencies and individuals offering 

appropriate services; 

Performs home visit assessments in accordance with NYSOFA requirements to determine needs and 

well-being of clients and potential clients;  

Assists in obtaining appropriate services for clients; 

Assists clients in completing applications for various program services such as HEAP, Medicaid, 

MSP, Medicare, Social Security, STAR, Veteran’s benefits, SNAP  etc.; 

Assists in the coordination of the Volunteer program for meal sites and medical transportation 

program; 

Assists high level staff in a variety of tasks in support of Department programs and services; 

Distributes and relates information about resources and services available to the elderly in the 

community; 

Assists in the preparation and distribution of a variety of public relations materials including 

newsletters and news releases for local papers; 

Prepares and maintains a variety of program records and reports; 

Uses computer applications or other automated systems such as spread sheets, word processing, 

calendar, email and database software in performing work assignments; 

Serves as general a source of information for visitors, phone contacts, employee contacts etc.; 

May speak along with other Department staff   before senior and other community groups to provide  

 information on departmental programs; 

Performs assigned office or program tasks to assist Department requirements.  

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 

CHARACTERISTICS:  Good knowledge of programs and services available through the Office 

for the Aging and other service providers; good knowledge of office terminology, procedures and 

equipment; ability to operate a computer with a high degree of accuracy and utilize common office 

software programs including work processing, spreadsheets and databases to generate necessary 

reports; ability to communicate clearly and effectively both verbally and in writing; ability to show 

empathy for the problems and feelings of the senior population, tact and courtesy, integrity. 

 

MINIMUM QUALIFICATIONS:  Either: 

A.  Graduation from a regionally accredited or New York State registered college or university 

with an Associate's Degree in Social or Behavioral Sciences, Human Services, Business 

Administration or related field; or 

B.   Graduation from high school or possession of a high school equivalency diploma and two 

years of full-time paid experience, (or its part-time equivalent) providing services to seniors. 

 

SPECIAL REQUIREMENT:  Possession of a New York State driver’s license at time of 

appointment. 

 

WC: 5.21 JC: Competitive 






