
 

 

 
 

ASSISTANT DIRECTOR – ACTIVITIES, SERVICES & 

PROGRAMS 

Position Description 

Updated: February 5, 2026 

 

Position Summary 

The Assistant Director – Activities, Services & Programs supports the Executive Director in the 

administration and delivery of Senior Center activities, programs, and services, while assisting with daily 

operational oversight. This position leads the development and production of the Center’s monthly 

newsletter and supports marketing and communication initiatives that promote engagement and 

participation. 

The Assistant Director provides direct supervision, training, and support to the Transportation 

Coordinator, Activities/Sports Coordinator, and Administrative/Data Entry Assistant. 

 

Supervision 

Works under the direct supervision of the Executive Director. 

 

Essential Duties and Responsibilities 

Administrative & Leadership Responsibilities 

• Oversee Center operations in the absence of the Executive Director in coordination with other 

Assistant Director. 

• Collaborate with the Executive Director to plan, implement, and evaluate Center activities, 

programs, and services. 

• Share responsibility with the Executive Director for reviewing daily mail, check signing, and 

weekly bank deposits. 

• Supervise, train, and support the Transportation Coordinator, Activities/Sports Coordinator, and 

Administrative/Data Entry Assistant. 

• Manage petty cash reimbursements. 

• Provide front desk support as needed to ensure smooth daily operations. 



 

 

• Complete final production and approval of the monthly newsletter. 

• Assist the Executive Director with special projects, including grant writing and grant 

administration. 

• Oversee and develop marketing and communication initiatives for the Center. 

• Maintain the Center’s Raffle Manager’s License. 

• Coordinate with the Assistant Director – Events, Fundraising & Outreach to support continued 

development and enhancement of the Schedules Plus system under the direction of the Executive 

Director. 

• Perform additional duties as assigned. 

 

Activities, Programs & Services Responsibilities 

• Directly oversee and support the Activities/Sport Coordinator position. 

• Collaborate with the Activities Chairperson, Activities Committee, and Executive Director to 

ensure a diverse, engaging monthly schedule of activities. 

• Ensure the official Center calendar is accurate and current in the Activities Book and Schedules 

Plus system. 

• Prepare and maintain monthly participation statistics and Center activity reports. 

• Oversee coordination of all off-site trips, including communication with venues, recordkeeping, 

and check request processing. 

• Research, recruit, and schedule speakers, instructors, and entertainers. 

• Oversee the Hostess Training Program, including annual updates and facilitation of at least one 

training session per year. 

• Oversee that hosts are assigned for trips, materials are prepared, and pre- and post-trip meetings 

occur with Activities Support staff. 

• Work with group leaders and special interest coordinators to schedule and update programs. 

• Research and develop new activities and programs in collaboration with the Executive Director. 

• Oversee booking of tickets, reservations, and entertainment for events and activities. 

• Oversee and implement special events and community drives (e.g., Car Show, Lillis special 

events, volunteer appreciation, celebrations, donation drives) in coordination with Assistant 

Director – Events, Fundraising and Outreach and Executive Director 

• Coordinate and oversee activity volunteers. 

• Oversee monthly activity reports submitted to the Executive Director and Accountant. 

 

Newsletter, Marketing & Communications Responsibilities 

• Coordinate with contributors to determine newsletter content needs and ensure materials are 

received by publishing deadlines. 

• Design, write, and publish the monthly newsletter on a consistent schedule. 

• Design and create logos, graphics, and visual branding elements for the Center. 

• Assist staff with the design of flyers, signage, and promotional materials as requested. 

• Ensure the Center’s televised information platform is updated regularly. 

• Maintain and update the website photo gallery. 

• Photograph events, activities, and participants when possible and maintain organized photo files. 

• Oversee and support the Center’s social media presence (e.g., Facebook, Instagram, Twitter/X). 



 

 

 

Transportation Support 

• Review monthly volunteer driver calendars for shuttle, special, and activity/event transportation. 

• Supervise and review correspondence from the Transportation Coordinator to volunteer drivers. 

• Provide general support to ensure efficient and effective transportation services and volunteer 

engagement. 

• Maintain an understanding of monthly reporting requirements for grant reimbursement and 

internal Center reports. 

• Attend yearly driver meetings as needed. 

 

Front Desk & General Office Support 

• Greet, assist, and direct members, visitors, and the general public to appropriate staff. 

• Provide front desk support as needed to ensure smooth daily operations. 

• Balance the cash register at the end of the business day (shared responsibility with staff). 

• Share responsibility for weekly bank deposits. 

• Assist with program registrations, including payment verification, waitlist management, and 

cancellations. 

• Process purchases and financial transactions using the credit card system and cash register. 

 

Skills, Experience & Training 

• Demonstrated experience in newsletter design and layout using Canva (required). 

• Excellent grammar and strong written communication skills. 

• Proficiency in Microsoft Office applications. 

• Experience with multi-line telephone systems. 

• Minimum of five years of experience in an office environment. 

• Strong working knowledge of standard office equipment and applications. 

• Preferred experience in nonprofit organizations and/or volunteer program management. 

 

Additional Key Requirements 

• Bachelor’s degree from an accredited college and a minimum of four years of direct experience 

working with senior populations. 

• Knowledge of nonprofit operations, volunteer management, financial management, and human 

resources principles. 

• Strong leadership, organizational, and problem-solving skills. 

• Ability to interact effectively with the public, members, staff, volunteers, and partners. 

• Ability to adapt in a fast-paced, evolving environment. 

• Strong analytical and mathematical skills related to reporting, budgets, and cash flow. 



 

 

• Valid Colorado Driver’s License with an acceptable driving record. 

• Demonstrated commitment to the mission and success of the organization. 

 

Computer Proficiency 

• Microsoft Office Suite 

• Design software (Canva, Adobe, etc. – preferred) 

• Financial software 

• Search engines 

• Social media platforms 

• Database systems (Schedules Plus, EmpowOR – preferred) 

 

Physical Requirements 

• Ability to lift up to 25 pounds. 

• Ability to communicate clearly in person, by phone, and via radio; recognize alarms and 

emergency signals. 

• Visual ability to read and distinguish written materials and environmental details at varying 

distances. 

• Mobility to move throughout the Senior Center and attend off-site activities as needed. 

 

Acknowledgement 

Position descriptions are dynamic and may be updated as programs and services evolve. Employees are encouraged to discuss 

ways to improve role effectiveness with their supervisor. 

• I have received a copy of the Employee Handbook. 

• I have received a copy of the Center’s Bylaws. 

I have read and understand the job description, and my questions regarding duties, responsibilities, and requirements have been 

answered. 

Employee Signature: ___________________________Date: ___________________ 

Supervisor Signature: __________________________Date: ___________________ 

 


