State Health Insurance Assistance Program (SHIP) Part Time
 Volunteer Coordinator


Definition:

Staff members in this class are under the general supervision of the Executive Director and the Director of Aging and Disability and the specific supervision of the SHIP Coordinator.  The SHIP Volunteer Coordinator is primarily responsible for coordinating all of the volunteer program activities of the SHIP and SMP: Empowering Seniors to Prevent Medicare Fraud program.

Equipment/Work Environment:

           The employee will operate a computer, calculator, fax and copy machines, and other modern office equipment.  The employee typically works indoors in an office environment and may sit or stand for long periods of time. The employee may be required to lift objects such as journals and reports up to 25 pounds.  The employee may be exposed to noise and foul odors.


Examples of Work Performed:

· Serve as primary contact for volunteers of the SHIP and SMP programs in the South Central District.
· Recruit, train, retain and recognize volunteers for the SHIP and SMP programs.
· Coordinate with civic organizations, non-profit agencies, senior centers, churches, etc. through phone calls, letters and presentations in order to promote volunteering.
· Maintain volunteer reporting system and prepare reports, as required. 
· Plan and participate in events to inform the public about Medicare information, health benefits, consumer rights and protections.
· Provide education to ensure that Medicare beneficiaries and their caregivers are able to make informed health coverage decisions and understand related rights and protections.
· Complete required initial training sessions for new SHIP and SMP counselors and attend any continuing education training offered annually. 
· Provide quarterly training sessions for SHIP and SMP volunteers.
· Participate in staff meetings, training conferences and conference calls, as required.
· Perform other duties as assigned.

Required Knowledge and Abilities:

· Knowledge of special needs of the elderly and persons with disabilities and the functions of various agencies that serve them.
· Knowledge of federal/state guidelines governing Medicare and Medicaid, as well as supplemental insurance policies.
· Ability to exercise good phone etiquette.
· Experience in public speaking.
· Must enjoy working with and interacting with people.
· Knowledge of ability to operate office equipment and computer software systems, and communicate electronically through email and internet.
· Ability to communicate effectively, both orally and in writing, to express ideas clearly, concisely and convincingly.
· Ability to evaluate situations and make decisions.
· Ability to establish and maintain effective working relationships with public and private agencies, as well as other AAAD staff.
· Knowledge of basic administrative and business management procedures.


Qualifications:

· High School Diploma or equivalent is required.  Must provide valid Tennessee Driver’s License and proof of vehicle insurance with at least $100,000 limit of liability coverage.

Pre‑Employment Requirements
• Successful completion of pre‑employment drug screening.
• Satisfactory results from Federal Background Check, Felony Registry Check, SIRI Check, Elder Abuse Registry Check and Sexual Offender Registry Check.

Equal Employment Opportunity
SCTDD is an equal opportunity employer and does not discriminate based on race, color, religion, sex, sexual orientation, gender identity, national origin, age, disability, veteran status, genetic information, or any other protected characteristic under federal, state, or local law. Reasonable accommodations will be provided in accordance with the Americans with Disabilities Act (ADA).

Disclaimer
This job description is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the position. Duties may be added, removed, or modified at any time at the discretion of management. Nothing in this document constitutes an employment contract; employment remains at‑will.







Employee Acknowledgment
I acknowledge that I have received and reviewed this job description. I understand the essential functions, requirements, and responsibilities of this position. I further understand that this job description does not constitute an employment contract and that my employment remains at‑will.
_____________________________________________    _____________________
Employee Signature                    Date

Can you perform the essential functions of this job?
_____ Yes    _____ No




