Dallas Area Agency on Aging

A Project of the Community Council of Greater Dallas
Bi-Lingual Intake Specialist – Care Coordinator

Home Delivered Meals Program

The Dallas Area Agency on Aging seeks a person to fill the position of Bi-Lingual Intake Specialist-Home Delivered Meals Program.    Duties include: making home visits on daily basis and determining eligibility for home delivered meals;   assessments and client file preparation; data entry and maintaining program statistics; preparing reports as directed; complete special projects as assigned; provide translation as requested; other duties as assigned.  Requirements: BSW or related field and three years of experience working with elderly.  Must be highly organized, use time efficiently and be self directed.  Must be bi-lingual and fluent in English and Spanish (written and spoken). Must be computer literate with knowledge of word processing, spreadsheet and data base applications. Excellent oral and written communication with the ability to write effective case notes.  Must have personal transportation for attending off-site meetings and making home visits.  Must possess manual dexterity, ability to lift, transport and handle materials, go up and down stairs, etc. Knowledge of community resources a plus. Some weekend work required.  Excellent benefits.  

Monthly Salary Range:  $2166 - $2583.

E-mail resume to hr@ccgd.org or mail to Human Resources, Community Council of Greater Dallas, 1349 Empire Central, Suite 400, and Dallas 75247.  EOE.  
Deadline to submit resumes:  August 27, 2010.

Bi-Lingual Benefits Specialist
Benefits Counseling Program
The Dallas Area Agency on Aging seeks a person to fill the position of Bi-Lingual Benefits Specialist for a special grant from October 1, 2010 through September 30, 2011.  Duties include: providing legal assistance and/or legal awareness as well as information and referral on public benefits for Medicare beneficiaries of any age and/or their representatives.  Assist with completing forms and submitting for enrollment; conduct outreach to target communities on issues such as Low Income Subsidy for Medicare, etc.  Keep detailed records / statistics; submit monthly reports; data entry.  Complete special projects as assigned; provide translation as requested; other duties as assigned.  Requirements: BSW or related field and three years of experience working with elderly.  Experience may be substituted for degree.  Previous work experiences with Medicare Program and Social Security Administration a plus.  Must be bi-lingual and fluent in English and Spanish (written and spoken).  Must be highly organized, use time efficiently and be self directed.  Must be computer literate with knowledge of word processing, spreadsheet and data base applications. Excellent oral and written communication skills.  Must have personal transportation for attending off-site meetings and delivering materials to sites.  Must possess manual dexterity, ability to lift, transport and handle materials, go up and down stairs, etc.  Some weekend work required.  Excellent benefits.  
Monthly Salary Range:  $2166 - $2583.

E-mail resume to hr@ccgd.org or mail to Human Resources, Community Council of Greater Dallas, 1349 Empire Central, Suite 400, and Dallas 75247.  EOE.  
Deadline to submit resumes:  August 27, 2010.

