
 

 

 

 

 

Job Opportunity 
 

 

Program Specialist 
(Senior Center) 

 

 

Location:   Mather Center, 2 Renshaw Road, Darien, CT 
 

Hours: Full-time, 35 hours/week, M-F, approx. 7:30 a.m. to 3:00 p.m.  
 

Starting Salary Range: $63,812 - $73,851 DOE (Non-represented, Group 4) 

(Eligible for full benefits package including health/dental/vision insurance, pension 

plan, life insurance, paid holidays, vacation, sick leave, and personal leave.) 
 

Closing Date: February 16, 2023 

 

 

Distinguishing Characteristics: 

Accountable for assisting in the development, implementation, evaluation and promotion of the Darien Senior 

Program at the Mather Center. 
 

Examples of Essential Duties:  

 Performs a full range of tasks assisting in the development, implementation, evaluation and promotion 

of senior programs;  

 Arranges, coordinates and schedules appropriate programs for senior participants; 

 Collects and maintains appropriate program data for the purpose of keeping accurate data and statistics 

on operations and program attendance; 

 Conducts appropriate activities connected with the recruitment of seniors to attend activities and 

programs;  

 Creates and distributes all forms of marketing media including, but not limited to, monthly newsletter, 

calendar, news releases, newspaper articles, flyers and web-based media; 

 Responsible for all social media outreach and development of online opportunities and programs; 

 Coordinates and communicates with activity instructors/speakers/entertainers;  

 Coordinates set up and break down of facility for special events/programs;  

 Coordinates volunteer activities including recruiting, training, assigning and supervising volunteers for 

various activities and functions at the Center;  

 Completes and submits invoices for paid instructors, collects revenue, and monitors program expense 

portion of Senior Program budget; and  

 Performs related duties as required. 

 



Minimum Qualifications:  

 Bachelor's degree from an accredited college or university with coursework in gerontology, social work, 

human services, psychology, behavior or social sciences or closely related field of study and four (4) 

years’ of professional experience in the delivery of social service programs; or, Master’s degree from an 

accredited college or university in gerontology, social work, or human services and two (2) years’ of 

professional experience in the delivery of social service programs.  

 Knowledge of and ability to resolve issues and problems affecting the elderly;  

 Knowledge of methods used in development, implementation, promotion and evaluation of senior 

programs such as research, surveys, data processing, editing, printing and dissemination of information 

to the public;  

 Considerable interpersonal skills;  

 Excellent oral and written communication skills;  

 Ability to apply principles of social group work administration to solve practical problems;  

 Ability to develop and maintain good working relationships with area media and stakeholders;  

 Ability to plan and implement a variety of social, cultural, educational and recreational activities for 

those aged 55 and better;  

 Considerable computer skills with experience in Microsoft Office Suite (including Outlook, Word, 

PowerPoint, Publisher).  Experience with Constant Contact or similar email marketing software, 

MySeniorCenter.com or similar software for senior centers, social media platforms (such as Facebook), 

and virtual meeting software (e.g., GoToMeeting, Zoom, etc.) preferred; and 

 Required to possess and retain a valid Motor Vehicle Operator's license. 

 

Application Procedure 
Applications may be emailed to kdunn@darienct.gov (Reference “Program Specialist” in the subject line and 

submit attachments in Word or PDF format) or mailed to Ms. Karen Dunn, Human Resources Department, 

Town of Darien, 2 Renshaw Road, Darien, CT 06820.  Please submit the following three (3) documents: 

1. Cover Letter;  

2. Typed Town of Darien Employment Application (available www.darienct.gov, HR Dept. page); and 

3. Resume. 

 
The Town of Darien is an equal opportunity employer and does not discriminate on the basis of race, color, religious creed, age, 

gender, gender identity or expression, national origin, marital status, ancestry, present or past history of intellectual disability, 

learning disability or physical disability, veteran status, sexual orientation, genetic information or criminal record. In compliance 

with the Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified individuals with disabilities 

and encourages both prospective and current employees to discuss potential accommodations with the Town when necessary. 

 
Posted 01-24-2023 
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