
 
Serving Monterey County Seniors Since 1970 

 
JOB DESCRIPTION 

 
POSITION TITLE: Programs Assistant 

COMPENSATION: $21 - $23 per hour; 40 hours per week  

FLSA STATUS:   NON-EXEMPT 

SUPERVISION RECEIVED: Transportation Manager  
 
SUPERVISION EXERCISED: NONE 
 
OUTREACH OBJECTIVE:  To serve as an Alliance on Aging representative of older adult services in Monterey 
County, assisting older adults & their family members with locating benefits programs and other community 
resources. 

 
OBJECTIVE TRANSPORTATION COORDINATOR: To educate the senior population and people with 
disabilities and promote transportation options in Monterey County.  Provide direct assistance to these 
individuals in order to increase utilization of public transportation. Assist is agency efforts to improve 
transportation services & options in southern areas of Monterey County. 
 
OUTREACH PROGRAM RESPONSIBILITIES: 

▪ Assist in the publication and distribution of information about the network of senior programs, services 
and events 

▪ Frequent travel to sites throughout Monterey County using agency van or personal automobile to 
provide presentations and/or staff a resource table 

▪ Provide Benefits counseling to clients over the telephone and in person, assisting with applications, as 
needed 

▪ Periodically staff Reception desk which includes answering phone and questions from those who visit 
the office 

▪ Schedule appointments & notify front desk, as appropriate 
▪ Promote the programs of the Alliance on Aging  
▪ Other duties as assigned 

 
TRANSPORTATION PROGRAM RESPONSIBILITIES: 

▪ Schedule and provide a regular presence at identified outreach sites throughout the Monterey County 
with special focus on those residing in Salinas, northern and southern rural cities 

▪ Collaborate with Monterey Salinas Transit, Independent Transportation Network and the entire 
transportation system to ensure current information is available; promote and complement one 
another’s services 

▪ Serve as an advocate to improve transportation services & options in northern and southern areas of 
Monterey County 

▪ Assess individual’s transportation needs over the telephone and in person. 
▪ Train clientele how to access their transportation information using Smart phones and other electronic 

devices 
▪ Occasionally accompany Seniors on a Monterey Salinas Transit bus as part of ‘travel training trips’ in an 

effort to develop one’s confidence with routes and the use of public transportation 
▪ Assist with applications as needed 



▪ Assist in distribution of information about the transportation network, of Alliance on Aging programs, 
services and events 

▪ Travel to sites throughout Monterey County as needed using personal automobile (mileage is 
reimbursed) 

▪ Schedule appointments & notify front desk, as appropriate 
▪ Other duties as assigned 

 
QUALIFICATIONS: 

• Experience working in Human Services, Counseling, Gerontology, or related field required; bachelor’s 
degree preferred 

• Bilingual Spanish required - superior verbal, written, and translational skills in both English and 
Spanish, bicultural preferred 

▪ Valid California driver’s license, clean DMV, auto insurance, personal means of transportation 
▪ Proof of eligibility to work in the United States and absence of a criminal record as determined by a 

fingerprint check through the California Department of Justice 
▪ A strong affinity and concern for the welfare of older people 

 
KNOWLEDGE, ABILITIES AND SKILLS: 

▪ Strong verbal and written communication skills in both English and Spanish 
▪ Knowledge of community resources or willingness to learn 
▪ Ability to relate positively to diverse populations 
▪ Availability to work occasional weekends 
▪ Ability to work independently and as part of a team 
▪ Excellent customer service skills required 
▪ Superior organizational and time-management skills 
▪ Computer proficient in a Microsoft computing environment 
▪ Ability to lift a minimum of 25 pounds 

 

Schedule:  
▪ Our office hours are M-F 9 am-5 pm. The position is divided between time in the office and time in 

the community (30-50%)  
 

Benefits:  

▪ Non-exempt position, pay range of $21 - $23 per hour, DOE.  
▪ Alliance on Aging Employees working a minimum of 30 hours per week are eligible for a benefits 

package including health, dental, and vision insurance; a 403B retirement plan with 4% employer 
contribution after one year of continuous service; accrue two (2) weeks of vacation in year one - 
three, twelve (12) sick days per year, and eleven holidays (prorated for employees working 
between 30 and 40 hours). Mileage is reimbursed at the current IRS rate. 
 

Apply:  via email to Jody Rogers, HUB Director jrogers@allianceonaging.org  

 

Alliance on Aging will only respond to qualified applicants who have been selected to be interviewed. 

 

▪ Alliance on Aging is an Equal Opportunity Employer 
 
   

Alliance on Aging 
247 Main St. 

Salinas, CA 93901 
(no phone calls please.) 

 

mailto:jrogers@allianceonaging.org

