
April 25, 2017                    F.L.S.A.:  Exempt 
N O T I C E 

 
There is currently a job opening for the BAY COUNTY DEPARTMENT ON AGING. 
 
       JOB TITLE:        DEPARTMENT ON AGING DIRECTOR 
 
        PAY RANGE:      $58,905.60 per year entry, progressing to  
     $68,411.20 after four years (MN12) 
 
This is a full-time appointed position with benefits. 
 
GENERAL SUMMARY:  This position reports directly to the Bay County Executive. Responsibilities include development of the 
annual budget, writing annual grant applications for state and federal funding, submitting other public/private grant 
applications to obtain resources for senior programs, staff supervision, writing and editing the monthly newsletter.   The 
Department Director also schedules and provides staff liaison for the meetings of the Senior Advisory Committee, which 
meets six times/year. The Director is responsible for completion of regular reports required by funding agencies and county 
government, and is responsible for enforcement of local, state, and federal requirements related to the services provided by 
the Bay County Department on Aging.   
 
TYPICAL DUTIES: 
1. Recruitment of professional staff, when vacancies occur.   The Director assigns staff to complete projects or special 

programs as they develop in the field of Aging.   Examples could include special one-day program promotion or clinic, 
fitness promotion or publicity, plans for Medicare Part D open enrollment, etc. 

2. Ensures staff completes annual In-Service training, and develops materials as needed for new training.  Schedules staff 
meetings, as needed, to review progress with assignments, new developments occurring at the state and regional 
levels, and to plan for upcoming activities.  

3. Prepares narrative and grant budgets to be submitted annually for State and Federal funding for services to benefit the 
elderly. Participates in contract negotiation with funding sources, and takes steps necessary to complete/secure 
approval for contracts.  Prepares the annual budget for the County Executive and converts the annual budget to nine 
month and three month budgets for the purpose of managing all grant-funded programs on a different fiscal year than 
the county’s twelve month calendar year. 

4. Monitors approved budget expenditures and take necessary steps to amend the budgets when there is a need.  Also, 
reviews contracted service levels and expenditures and requests modifications to approved contracts when 
expenditures or service levels prompt a need for revisions. Secures all the proper approvals and submit the required 
revised documents as needed.   

5. Reviews activities of all staff to assure that local, state, and federal requirements are being met.  Assure that invoices 
are promptly processed for payment on the County’s financial system, and verify that the proper account codes are 
being used for the charges.  Plan for completion of payroll every two weeks, and re-assign these functions whenever 
away from the office on voucher or payroll deadline. Completes monthly financial and periodic program reports for 
various funding organizations and the County Executive/Board of Commissioners.  

6. Serves as the primary contact person for publicity efforts related to Department on Aging activities. Completes press 
releases, public service announcements, programs on local public TV channel, and consults with designated staff 
responsible for media relations when the subject matter warrants advance review/approval. Takes steps to periodically 
post items on the county website and forward materials to be included in county newsletter. 

7. Represents the Department on Aging on various community-based committees and boards.   Advocates for the 
interests and well-being of senior citizens when organizations and local governments are making decisions that directly 
affect elderly residents.  Places action and information items on the appropriate Bay County Board Committee agenda, 
and attend committee meetings as needed to address questions from board members.   

8. Monitors developing legislation and new sources of funding that may be available to improve services and programming 
for older residents of Bay County.  Attends State-level meetings, conferences, or workshops to stay current on State 
initiatives and to plan for changes in the work force related to plans for new programs or new requirements.  

9. Attends required county meetings and assures that county policies related to purchasing, financial transactions on the 
county’s fiscal software are followed in accord with print policies and guidelines. Prepares for annual on-site review of 
programs and annual audit, as needed.  

10. Serves as a guest speaker at various church groups, service clubs, workshops, and local meetings as requested.   
Periodically visits dining centers and must have good speaking voice for group presentations. 

11. In times of a public health emergency, may be required to report for specialized assigned duties inside or outside Bay 
County.  Perform emergency response roles, as required.  Attends mandatory emergency preparedness and response 
training, as assigned. 

12. Other duties as assigned. 
 

The above statements are intended to describe the general nature of work performed by people assigned to this classification.  They are not to be 
construed as an exhaustive list of all duties.    
 
QUALIFICATIONS:  Master’s degree in human services field (M.S.W., M.S.N., Gerontology), public or business administration, 
marketing, or related advance degree strongly desired.  At a minimum, individual must have a bachelor’s degree in one of the 
above fields of study and five years of experience, with one or more years of experience managing complex grant budgets, 
supervising staff and managing complicated projects.  Skills required include:  excellent writing and communication skills, 
ability to project and balance budgets and complete monthly financial reports and analysis.   Familiarity with various software 
programs essential, and ability to learn Bay County’s financial software for the completion of regular fiscal functions.   Must 
have skills to relate to staff and customers of various ages and educational backgrounds.  Empathy and knowledge of the 
physical, emotional, and mental changes that affect an aging population are required traits of the Department on Aging 
Director.   
    
PHYSICAL:   This position involves sitting, being mobile, bending, and standing for brief periods of time.  Additional 
requirements include the ability to move objects according to the following weight and frequency: Generally, up to 20 pounds 
of force from zero to one third of the time.   Must have a valid unrestricted Michigan operator’s license and must pass criminal 
background check. Must perform essential functions of the job with or without reasonable accommodations. 
 
APPLICATION PROCEDURE:   Make application online at www.baycounty-mi.gov., or in person at 515 Center Avenue, Bay City, 
MI 48708.  Application deadline: 4:00 p.m. Monday, May 8, 2017. 
 

AN EQUAL OPPORTUNITY EMPLOYER 
“Bay County is an equal opportunity employer. It is the policy of Bay County and its departments to pursue equal employment opportunity 
regardless of height, weight, political or religious affiliations, race, color, sex, disability, familial status, sexual orientation, gender identity, national 
origin, or other protected classification set forth by law in our relationship with applicants for employment, employees of the department, and the 
public.” 
 

http://www.baycounty-mi.gov./

