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	Mobility Manager/Outreach Worker Position Description
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	Exempt
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Updated:
	March 2006
January, 2009
	Reports To:
	Director-Senior Services


Purpose of Position
The purpose of this position is for managing and delivering day-to-day coordination of transportation services, nutritional meal programs to customers, including older adults, people with disabilities, and individuals with lower incomes. Focus on coordinating these services and providers in order to achieve increase efficiency in service delivery system for the customers as well as the cost of service delivery to the county.  The position requires mature judgment and independent initiative, with ability to organize work efficiently and work well with providers, staff/escort drivers as well as the public. The work is performed under the direction of the Senior Services Director.
Essential Duties and Responsibilities

The following duties are normal for this position.  These are not to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.
Communicate and collaborate with local, regional, & WisDOT to expand public transportation options in Trempealeau County utilizing the SAFETEA-LU Regional Coordinated Public Transit-Human Services Transportation Plan.

Coordinates Driver’s Escort program. Receives calls for transportation, schedules and contacts drivers, enters rider data to computer records, and generates statistical and financial reports. Tracks co-pays/contributions.

Recruits, screen & orient new driver’s escort.  Assist with Director to develop policies and procedures for transportation programs including interaction of partner agencies.   Maintains updated information/files on escort drivers, vehicle inspections/maintenance. Collect & maintain driver’s escort information. 
Creating partnerships with transportation providers of Trempealeau County & surrounding counties to better serve customers needs.

Promoting the use of innovative technologies, services, and other methods to improve customer service and coordination.

Create /develop customer information and trip planning initiatives.

Maintains knowledge of agency programs, elder issues, Agency and program policies, regulatory requirements for nutrition and transportation programs. Attends workshops, seminars, conferences and trainings for transportation & nutrition meal programs.
Assists the Director in developing long-range plans and budgets. Assists preparing nutritional workers and escort driver meetings.

Initiate marketing campaign to educate and promote existing services and expanded transportation resources. Coordinates and establishes program outreach and public relations efforts. Represents the Agency at health fairs and other events. Maintains communication with the public and other agencies.

Coordinates nutrition program. Reviews weekly menus, verifies special dietary needs with physicians/dietitians and contacts food providers of requirements. Tests and documents food temperature. Receives and processes referrals for nutrition program.

Attends and participates in WisDOT, Mississippi River Regional Planning Commission, Trempealeau County Transportation Coordinating Committee & Advisory Council meetings. Also required to attend WisDOT conferences/training and other functions as deemed necessary to the job. Records and types meeting minutes. Presents oral and/or written reports.

Creates/suggests changes in Agency forms, brochures, schedules and other materials. Creates informational handouts. Identifying customer needs by surveys to customers annually. 

Prepares reports to the Director.

Tracks and reports users of VIP. Provides information regarding VIP to potential clients. 

Maintains client confidentiality.

Answers telephone inquiries. Provides referral information and directions.

Coordinates home delivered meal program, including home meal assessments, handles all referrals for program eligibility, provides information of services available. Coordinates meal, driver information and orders meals from the food providers. 

Determines customer eligibility for transportation and home delivered meals programs, informs clients regarding eligibility. Maintains program participant files. Informs users regarding transportation program policies/procedures.

Refers clients to other services, resources and agencies.

Work requires a special understanding of the needs and behavior of customers served and diplomacy under frequent noisy/chaotic workload demands of a busy office.

Computer experience as well as the ability to use routing software.

Lead person for the Federal/State SAMS computer software.

Additional Tasks and Responsibilities

While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this position and may also be performed by other unit members.
Replenishes copy machine paper supplies.

Answers and routes telephone calls. Takes and relays messages.

Posts items to bulletin board.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in Nutrition, Food Science or related field; two years food safety or nutrition experience; or any combination of education and experience that provides equivalent knowledge, skills and abilities. A valid Wisconsin motor vehicle operator’s license and restaurant management certification required.

Transportation/community resource and human services resource knowledge desired.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Ability to analyze data and information using established criteria, in order to determine consequences and to identify and select alternatives.  Ability to compare, count, differentiates, measure, copy, record and transcribes data and information.  Ability to classify, computes, tabulates, and categorizes data.

Ability to persuade, convinces, and/or train others, including the ability to act in a lead worker capacity.  Ability to advise and interpret how to apply policies, procedures and standards to specific situations.

Ability to utilize a variety of advisory data and information such as prescriptions, volunteer applications, daily activity reports, statistical reports, lists, schedules, driver information, time sheets, program application forms, invoices, vouchers, donation reports, budgets, newsletter copy, computer software operating manuals, meeting minutes, meeting agendas, food service regulations, directories, menus, statutes, procedures, guidelines and non-routine correspondence.

Ability to communicate orally and in writing with older adults, people with disabilities, individuals with lower incomes, Agency personnel, elder groups, Social Security representatives, social workers, food providers, dietitians, volunteers, a variety of government agency personnel, Board/Council members, legislators, medical care providers and the general public

Mathematical Ability

Ability to calculate percentages, fractions, decimals, volumes and ratios.  Ability to interpret basic descriptive statistical reports.

Judgment and Situational Reasoning Ability

Ability to use functional reasoning in performing influence functions such as coordinating, leading, teaching, directing and controlling.

Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of information against sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.

Considerable knowledge of geographical layout of Trempealeau County and surrounding counties areas.
Physical Requirements
Ability to operate, maneuver and/or steer equipment and machinery requiring simple but continuous adjustments such as motor vehicle, thermometer, computer terminal, typewriter, telephone, fax machine, calculator/adding machine, laminator, binder and photocopier.

Ability to coordinate eyes, hands, feet and limbs in performing movements requiring moderate skill, such as typing.

Ability to exert very moderate physical effort in sedentary to light work, typically involving some combination of stooping, crouching, lifting, carrying, pushing and pulling.

Ability to recognize and identify individual characteristics of colors, shapes, sounds, tastes, odors and textures associated with job-related objects, materials and tasks.

Environmental Adaptability

Ability to work under safe and comfortable conditions where exposure to environmental factors such as repetitive computer keyboard use, variations or extremes in temperature, electrical currents, disease and/or dust is minimal and poses a very limited risk of injury.

Trempealeau County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
Employee's Signature

Supervisor's Signature

Date






Date

