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SOUTH CENTRAL YORK COUNTY SENIOR CENTER 
 
Title:  Executive Director 
 
Supervised by:  Board of Directors 
 
POSITION DESCRIPTION: The Executive Director is responsible for the overall 
administration and operation of the Center, the development of funding, and providing 
programs to ensure successful operation and sustainability of the Center. 
 
RESPONSIBILITIES 
 

1. Develop and administer programs and procedures for the successful operation of 
the Senior Center and follow the directives of the Board. 

2. Develop and direct a twelve (12) month plan for major monthly fund-raising 
events through the use of staff, seniors, volunteers and board members. 

3. Supervise the recruiting of volunteers to assist in the function of the Center. 

4. Supervise nutritional, educational, social, recreational programs.  Ensure 
volunteer mobilization and training programs so that all programs are 
administered in a safe, sanitary and efficient manner. 

5. Develop and implement a public relations plan for the Center and its activities:  
involve the interest of the business, private and social communities and the news 
media. 

6. Develop and implement an outreach program to enlist new members. 

7. Supervise staff and volunteers. 

8. Maintains all required data:  program reports, fiscal reports and all other required 
reports. 

9. Monitor and assess contractor performance for compliance with the prevailing 
contacts. 

10. Make arrangements for community-based programs to complement the ongoing 
Center programs. 

11. Administer the congregate meal program. 

12. Is available for all required training sessions and board meetings. 

13. Perform related work as required. 

 
REQUIRED SKILLS 
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1. Knowledge of the basic principles and practices of administration and 
supervision. 

2. Knowledge of the special needs and problems of the senior citizens in our 
area. 

 
ABILITIES 
 

1. Ability to plan, organize and direct the programming required in providing 
services directly with the aging in a Center setting. 

2. Ability to work effectively with staff, senior members, volunteers, related 
agencies and the general public. 

3. Ability to evaluate and assess the quality, effectiveness and efficiency of the 
Center programs. 

4. Ability to communicate clearly and effectively, both orally and written. 

5. Hold current Standard First Aid and C.P.R. certifications or have ability to obtain 
it within three (3) months of employment and maintain thereafter. 

6. Hold current driver’s license and own transportation. 

 
EXPERIENCE AND TRAINING REQUIREMENT 
 

1. Bachelor’s Degree in Social Welfare:  Therapeutic Recreation, Community 
Organization or closely related academic field. 

OR 
2. Associate Degree and two (2) years’ experience in a related field or an equivalent 

combination of education and experience. 
 

3. Five (5) years’ experience in non-profit leadership. 
 
South Central York County Senior Center is a multi-service Center offering a variety of 
services and activities to members.  Each staff member is an integral part of our operation 
and is expected to demonstrate flexibility and willingness to work as a team member in 
order to provide services to our participants. 
 
 
 


