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Nahant Town Hall

334 Nahant Road

Nahant, MA 01908

Tel. (781) 581-9927   Fax (781)593-0340

JOB POSTING 
COA EXECUTIVE DIRECTOR
JOB DESCRIPTION:

The Town of Nahant is seeking a highly competent Executive Director to lead the Council on Aging into the future.  The candidate must be a highly motivated self-starter.  This position requires compassion, patience and a true love for the elderly.  The candidate must be able to multi-task and have the ability to improvise when necessary.

· The Executive Director is responsible for all programs: lunch, exercise, informational discussions and trips.

· The Executive Director, along with the Assistant, coordinates the daily activities of the COA, attends all Board meetings set by the COA Board and assists the COA board in preparing meeting agendas.

· The Executive Director is responsible in preparing and managing annual budgets with the assistance of the COA Board. 

· The Executive Director is responsible for preparing, filing and maintaining all financial and administrative records, as may be required.

· The Executive Director will be required to work with local agencies as well as the state to apply and write grants.  These grants are a necessary source of revenue.

· The Executive Director will be responsible for the volunteer network necessary to the success of our programs.

· The Executive Director is responsible for the few employees: bus drivers and assistant as well as the contract exercise instructors

This is a part time position, 19 hours a week, 9-1 M-F.  Salary range is $27,000 - $33,000 and will be discussed at interview.  The deadline for this opening is November 5, 2021.

If you are interested in this position please send resume and cover letter to both Angela Bonin, acebonin@comcast.net and Kristin Taylor, ktaylor@nahant.org, or mail to 334 Nahant Rd, Nahant, MA 01908

