
 

APPLY BY: 
AS SOON AS POSSIBLE 

SHIP Counselor for Council on Aging: 

     We have a job opening for this position with the Council on Aging 

(COA) located at 600 Tyler Ave. SE, Fort Payne. We are looking for 

someone that is passionate about working with Older Adults. Applicant 

must have experience working with Seniors and basic computer skills 

with Excel, Word, and Outlook.  Applicant must see well enough to 

read fine print and numbers without error or transposition.  Must be 

able to communicate effectively with clients, government agencies, 

program administrators, etc., on the telephone and in person.  Must 

have reading skills to read directives, guidelines, and regulations, etc. 

     This position includes the following: 

✓ Providing insurance counseling assistance to senior citizens and 

others that qualify for various programs following HIPPA 

Guidelines.   

✓ Handles the Open Enrollment appointment book and counsels 

Medicare recipients during the entire Open Enrollment Period 

(October 15 – December 7). 

✓ Helps advertise COA programs, speaks to groups, & provides 

referrals to other agencies.  Sets up booths at different community 

events (must be able to set table up on their own). 

✓ Compiles monthly reports for the COA, ADSS, and TARCOG. 

✓ Assists Council on Aging & Transportation programs, as needed. 

 

Now hiring for  

SHIP  

Counselor 

 

$12.13 PER HOUR 

 

MONDAY - FRIDAY 

 

8:00 AM – 4:00 PM 

 

40 HOURS PER 

WEEK 

 

Benefits package 

includes insurance, 

paid holidays, 

retirement, and 

annual & sick leave 

that can be earned. 

 

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:   Coordinator of Assistance Programs, SHIP  

 

Department:   Council on Aging 

 

Job Description Prepared:  May 2000 

     Updated: October 2026  

 

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 

 

Subordinate Staff:  None 

 

Other Internal Contacts: Other Coordinators 

 

External Contacts: TARCOG; DHR; Medicaid Office; Program Participants and their  

Caregivers; Social Service Agencies; Community Action Agencies; Churches; 

Civic Groups; Other Agencies. 

 

Job Summary 

 

Under the direction of the Director, the employee provides insurance counseling assistance to senior citizens 

and others that qualify for various programs following HIPPA Guidelines.  They help to advertise our programs 

and provide referrals to other agencies.  They help with other COA and Transportation duties as needed. 

 

Program Schedules 

Your standard work time will be Monday through Friday from 8 am to 4 pm, with lunch from 11 am to 12 pm.  

The primary focus of this position is to assist people with Insurance Counseling and their Medicare questions.  

During Open Enrollment, you will see back-to-back clients throughout your day.  Outside of Open Enrollment, 

you may see only 10 clients in a month.  The remainder of your time will be used to help with other programs. 

 

Your Fiscal Year runs differently than the remainder of the COA and Transportation Programs, beginning on 

April 1st and ending on March 31.  The year usually looks like this for this position, but always includes SHIP 

booths, speaking engagements, seeing clients about their Medicare, daily/monthly paperwork, and receipting 

donations/registration fees for agency programs: 

• January: Registering people for Farmers Market Vouchers 

• January – April: Serve as the Greeter for our Tax Preparation Site on Thursdays, beginning the last 

Thursday in January and ending by April 15. 

• August – September: Registering Vendors for our Health Fair. 

• October 15 – December 7: Open Enrollment appointments. 

 



 

 

Job Domains 

 

A. Insurance Counseling Assistance Program 

 

1. Receives calls from potential QMB program (Medicaid) participants; explains qualifications to 

callers and interviews callers to determine if they qualify. 

2. Assist senior citizens with Medicare Part D. 

3. Schedules follow-up appointments, as needed, to provide additional information and complete 

forms. 

4. Contacts Medicaid office to ensure applicant’s application has been processed and determine the 

status of application. 

5. Works with QMB participants and explains program requirements, benefits, and processes; answers 

any questions. 

6. Assists individuals that do not qualify for QMB participants and explains program to obtain co-

insurance; provides information regarding available alternative programs and answers questions. 

7. Advises callers seeking information on Medicare supplemental insurance and long-term care 

insurance. 

8. Advises SLMBA program participants; matches state program participants, according to income, to 

appropriate program and qualification guidelines.  Explains requirements. 

9. Provides information to and assists individuals less than 65 years of age to obtain disability 

payments through Social Security; assists with Medicare, Medicare Part D, Medicaid and QMB 

enrollment depending on financial qualifications. 

10. Maintains files on qualified participants assisted through the various programs. 

11. Prepares assistance program activity report and submits to TARCOG. 

 

B. SenioRx Program 

 

1. Employee will identify clients, through SHIP Counseling, that could benefit from the SenioRx 

program and coordinate with that department employee to help the client. 

2. Employee will speak about this program at events and help deliver and pick up paperwork from 

Doctors as needed. 

 

C. Other COA and Transportation Programs 

 

1. At speaking engagements, booths, and other client interactions, employee will educate people on 

other COA and Transportation programs that might benefit them or their friends/families. 

2. The Open Enrollment Period is the busiest SHIP time of the year.  Outside of that time, when the 

employee is not busy the employee will help with other programs.   

 

 

Knowledge, Skills and Abilities 

 

1. Ability to communicate effectively with clients, government agencies, program administrators, etc., 

on the telephone and in person. 

2. Math skills to maintain operational records. 

3. Writing skills to communicate effectively. 

4. Reading skills to read directives, guidelines and regulation, etc. 

5. Ability to operate office equipment. 

6. Ability to work with and relate to older adults. 

 



 

Other Characteristics 

 

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

2. Ability to travel throughout the county and state to attend workshops, conferences, etc. 

3. Ability to work non-standard hours or weekends as required. 

4. Previous experience working with older adults. 

 

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 is usually sedentary.  Typically, the employee may sit comfortably to do the work.  However, there 

may be some walking; standing; bending; carrying equipment to set up a booth; driving an automobile, etc.  

Employee must be able to lift at least 25 pounds for setting up the booth on their own and to help with other 

COA or Transportation duties, as needed. 

 

Approvals 

 

 

 

_________________________    _________________________    _____________________ 

 Name          Title                                            Date 

 

 

_________________________    _________________________    _____________________ 

Name                                             Title                                              Date 












