CITY OF SALEM 00327
| NFORMATI ON SPECI ALI ST
GRANT FUNDED

NATURE OF WORK

This classification is designed for a specific grant funded
| nformati on and Assi stance Program service within the Parks and
Recreation Departnent exclusively.

Wirk i nvol ves respondi ng to tel ephone i nquiries and advi sing cal l ers
of community resources avail able to ol der adults to neet specific
personal needs. Community resources are provi ded and mai nt ai ned by
the Md-WIlanette Valley Senior Services Agency.

Wor k i nvol ves receiving tel ephone inquiries fromnenbers of the
conmmunity, normal ly viatel ephone, assessi ng needs of ol der adults,
accessing a conputerized data base of resources, and providing
i nformati on about avail abl e prograns and services. Follows-upwth
callers to ensure assistance provided neet identified needs.
Supervision is provided by t he Recreati on Supervi sor responsi bl e for
t he Seni or Center who nonitors performance and reports on activities
to the Senior Services Agency. This is not a supervisory
classification.

| LLUSTRATI VE EXAMPLES OF WORK

(Any singl e positionof aclassw |l not usually involve all of the
essential duties listed, and many positions will invol ve essenti al
duties which are not listed.)

Responds to i nquiries covering aw de range of requests fromsi npl e
to conpl ex, normal ly viathe tel ephone. Accesses a conputerized data
base of community resources and advises callers. Conmuni cates
clearly and distinctly to callers who nay be confused or upset.
Ensures caller inquiries remain confidential.

Mai nt ai ns and accesses an accurate, current, conputeri zed dat a base
of community resources. Maintains aclient data base for purposes of
col l ecting, organi zi ng and tracki ng i nqui rer data for appropriate
referral andtoidentify gaps in services. Conpiles collecteddata
and prepares reports related to the informtion and assistance
service being delivered. Participatesinneetings and di scussions
about the delivery of informati on/ assi stance programgrant servi ces,
as needed. Establ i shes and maintains cooperative working
rel ati onshi ps with ot her hunan servi ce organi zati ons servi ng ol der
adul ts.



Conducts followup inquires to ensure that an adequate |inkage
bet ween t he ol der person or their caregiver and the appropriate
service was made. Advises other community advocacy prograns of
unusual or uni que needs of callers.

May assist in referral services related to older adults on occasion.

WORK QUALI FI CATI ONS

Experi ence providing information services to ol der adul ts i ncl udi ng
clerical experience associ ated with conmput er data base access and
report preparation; social servicetrainingrelatedto ol der adults;
or a conbination of experience and training which includes the
foll ow ng know edges, skills, and abilities:

Knowl edge of community resources for ol der adults or the abilityto

acqui re such know edge within a short training period (six nmonths).

Consi derabl e skill inthe operation of a personal conputer in order
toretrieveinformation, enter and revi seinformation, conpil e data
and produce reports.

Skill in the use of a variety of nodern office equipnent.

Thorough ability to conmuni cate cl early over the tel ephone, listen
actively, identify and assess client requests. Thorough abilityto
communi cate effectively verbally and in witing.

Thorough ability to effectively interviewpeopleto secure specific
types of information.

Thorough ability to assess needs of older adults and match to
avai |l abl e services, tounderstandlimts of service systens and t he
probl enms and i ssues confronting ol der adults.

Consi derabl e ability to organi ze and del i ver services with m ni nal
supervi si on.

Ability to read and interpret conplex adm nistrative rules, pol

Work is performedinanofficesettinginvolving prolongedsitting,
use of keyboard and conput er, operation of atel ephone, communi cati on
of informationto a variety of people, sone of whommay be upset or
confused. Work may involve interruptions.

i Cies.



Per sonnel Director
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