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ASSOCIATE NUTRITION SERVICES COORDINATOR 
 
DISTINGUISHING FEATURES OF THE CLASS:  This position exists in the County Office 
for the Aging, and involves responsibility primarily to assist in planning, coordinating and 
developing the home-delivered meals service component.  Additionally, an incumbent aids 
in other administrative and public relations activities related to departmental functions.  The 
duties also involve direct contact with elderly persons or their delegates; as well as, the 
development of liaison activities with private sub-contractors providing home-delivered 
meals, and between government and community agencies concerned with providing 
services for the aged.  The work is performed under general supervision of the Nutrition 
Services Coordinator, with leeway allowed for the exercise of independent judgement in 
carrying out details of the work.  Supervision may be exercised over the work of 
subordinate agency employees and volunteers.  Does related work as required. 
 
TYPICAL WORK ACTIVITIES:  (Illustrative Only) 
Supervises the activities of the office staff, agency employees, and  volunteer workers in 

relation to the home-delivered meals and related assigned departmental programs; 
Develops, and participates in, liaison activities with private and voluntary agencies 

concerned with home-delivered meals services; 
Stimulates community awareness and comprehension of the problems of older persons 

by preparation of news releases, establishing contact with the media, attending 
meetings, speaking to groups concerning the problems of older persons, and 
generally interpreting the role of the Office for the Aging to the public; 

Studies, evaluates, and makes recommendations about on-going or potential programs, 
suggestions, and research concerning the aging; 

Works directly with older persons or their delegates in relation to the home-delivered meals 
programs; 

Maintains detailed program services records and prepares reports of services, as 
requested by the Director; 

Assists the Director in planning, developing, and coordinating programs and services for 
the aging; 

Aids in the development of, and conducts training for, employees and  volunteers engaged 
in the home-delivered meals programs; 

Develops liaison between government and private community agencies concerned with 
programs and services for the aging, and provides technical assistance; 

Researches and evaluates the needs of the elderly in the community and the effectiveness 
of on-going programs, and makes pertinent recommendations to the Director. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS:  Good knowledge of food preparation and service techniques, 
particularly as they relate to elderly persons; working knowledge of eating habits, nutritional 
needs and food interests of the elderly; working knowledge of community agencies, 
facilities and services that may be utilized to aid the elderly; working knowledge of public 
relations techniques, including ability to prepare news releases and program bulletins; 
ability to plan and supervise the work of others; ability to communicate clearly and 
effectively, both orally and in writing; ability to speak before groups of people to explain 
department programs. 
 
MINIMUM QUALIFICATIONS:  Either: 
 
(A) Graduation from a regionally accredited or New York State registered college or 

university with an Associate Degree in food service, nutritional technology or a 
closely related field AND two (2) years of experience in a nutrition program or 
quantity food service operation, or similar type work; OR 

 
(B) Graduation from high school or possession of a high school equivalency diploma, 

AND four (4) years of experience, as outlined in (A) above; OR 
 
(C) An equivalent combination of training and experience, as defined by the limits of (A) 

and (B) above. 
 
SPECIAL REQUIREMENTS:  Certain assignments made to employees in this class will 
require access to transportation to meet field work requirements in a timely and efficient 
manner. 


