
 

APPLY BY 6/30/25! 
 
Fort Payne Senior Center Manager 

We have a job opening for the position of Center Manager at the 

Fort Payne Senior Center located at 600 Tyler Ave. SE, Fort 

Payne, AL. We are looking for someone that is passionate about 

working with Older Adults. The position would be part-time: 5 hours 

a day, Monday - Friday.  Work schedule will be 7:30 am – 12:30 

pm.  Pay will be $10.00 per hour. 

Job duties will include, but are not limited to: 

 Planning and Running Activities 

 Increasing and Maintaining Participants and Volunteers 

 Daily and Monthly Paperwork 

 Handling food delivered by our Food Vendor  

(no cooking involved) 

 Delivering Home Delivered Meals  

 Providing a clean, welcoming, and fun center for Seniors 

 

NOW HIRING FOR 

FORT PAYNE 

SENIOR CENTER 

MANAGER 

 

$10.07 PER HOUR 

 

MONDAY - FRIDAY 

 

7:30 AM – 12:30 PM 

 

MUST BE ABLE TO 

LIFT A MINIMUM OF 

25 POUNDS 

 

DeKALB COUNTY 

COUNCIL ON AGING 

600 Tyler Avenue SE 

Fort Payne, AL 35967 

(256) 845-8590 

    /DeKalbCoA 

Open Monday – Friday 

8:00 am – 4:00 pm 

 

 



 



DEKALB COUNTY 
JOB DESCRIPTION 

 

Job Title:   Nutrition Center Manager 

 

Department:   Council on Aging 

 

Job Description Updated: March 2018 

 

Note:  Statements included in this description are intended to reflect in general the duties and responsibilities of 

this job and are not to be interpreted as being all inclusive.  The employee may be assigned other duties that are 

not specifically included. 

 

Relationships 

 

Reports to:   Director and/or Nutrition Coordinator 

 

Subordinate Staff:  Volunteers 

 

Other Internal Contacts: Other Aging Employees 

 

External Contacts:  Participants, TARCOG, Food Vendors 

 

Job Summary 

 

Under the direction of the Director and Nutrition Coordinator the employee supervises daily operation of a 

nutrition center.  Schedules and presents programs on nutrition and other areas of interest to program 

participants.  Coordinates other events and activities.  Ensures meals served to participants meet health 

standards and other requirements.  Ensures center is maintained and sufficient supplies are available.  Maintains 

records and completes activity reports. 

 

Job Domains 

 

A. Planning and Organizing 

1. Meets with committee to determine programs and activities for the center. 

2. Receives Area Agency on Aging program guides and supplies for nutrition and health programs; and 

incorporates guidelines into daily activities. 

3. Develops other daily programs based on the interests of participants. 

4. Develops outreach and recruitment activities. 

5. Develops and organizes special entertainment and recreational programs for center participants. 

6. Organizes picnics, special presentations by speakers, public safety information, etc. 

7. Plans trips to theme parks, dinners out, shopping tours, etc. 

8. Recruits senior volunteers to assist with center duties. 

9. Recruits participants, receives referrals from various sources, calls and makes home visits, completes 

homebound forms if applicable, ensures participant meets requirements and explains program. 

10. Holds open house for new attendees. 

11. Completes intake form for each new enrollee. 

12. Evaluates homebound clients quarterly to determine their continued eligibility. 

13. Ensure meals are served at appropriate temperatures. 

 

  



B. Meal Service 

1. Takes temperature of catered food. 

2. Prepares homebound cold foods. 

3. Ensures utensils are sanitized. 

4. Makes coffee and tea with assistance of volunteers. 

5. Submits number of meals that will be required to coordinator. 

6. Serves meals and prepares homebound meals. 

7. Cleans kitchen after meal is served. 

8. Completes meals served and donation report. 

9. Prepares weekly deposit and takes to bank. 

10. Prepares monthly participation reports. 

11. Replaces meals that do not meet quality and temperature standards. 

12. Takes reservations for meals and cancellations.  

 

C. Center Maintenance 

1. Performs daily clean up. 

2. Ensures bathrooms, kitchen and eating area are clean. 

3. Contacts proper authority when supplies are needed or repairs or other maintenance are required. 

 

Knowledge, Skills and Abilities 

 

1. Ability to communicate effectively with program participants and general public in person and over 

the telephone. 

2. Math skills to perform basic mathematical operations. 

3. Writing skills to neatly complete reports, etc. 

4. Reading skills to read and understand directives, written instructions, rules, etc. 

5. Ability to establish and maintain effective working relationships with volunteers and participants. 

6. Skills to prepare accurate reports and maintain records. 

7. Knowledge of safety and health requirements related to food service. 

8. Human relations skills to effectively work with older adults. 

 

Other Characteristics 

 

1. Possession of a valid Alabama driver’s license. 

2. Meets the standard of drug free policy, background check and e-verify. 

3. Certified in first aid. 

4. Abides by HIPPA Laws. 

 

Work Environment 

 

The work environment involves everyday risks or discomforts which require normal safety precautions typical 

of such places as offices, meeting and training rooms, libraries, and residences or commercial vehicles, e.g., use 

of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations and 

traffic signals, etc.  The work area is adequately lighted, heated and ventilated.  

 

Physical Demand 

 

The work requires some physical exertion such as long periods of standing, walking over rough, uneven, or 

rocky surfaces, recurring bending, crouching, stooping, stretching, reaching, or similar activities, recurring 

lifting of food pans with a minimum weight of 25 pounds.  The work may require specific, but common, 

physical characteristics and abilities such as above average agility and dexterity. 

 












