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PROGRAM #:
126
STANDARD PROGRAM: Volunteer Coordinator Nutrition


TARGET POP:
Disabled Adults















Elderly

   YEAR: 2023

UNITS
:  Actuals

CLIENTS:  N/A


ALLOCATION:
TBD
UNIT DEFINITION:





Actual Expenses
GEOGRAPHICAL AREA TO BE SERVED:

Racine County
DAYS/HRS OF SERVICE AVAILABILITY:

Monday – Friday 8:00am – 5:00pm
MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage


-
Civil Rights/Affirmative Action Policies


-
Criminal background checks for staff


-
Drug screening, driver’s license checks and reference checks


-
Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.


-
Payment of all wages, payroll taxes, worker’s compensation, social security, federal and state unemployment insurance and any and all other federal and state taxes relating to the staff


-
Fair Labor Standards Act


-
Withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions


-
Complete performance evaluations and discipline and maintain employment records


-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.


-
All Provider external vacancies shall be advertised on JobCenterofWisconsin.com and Indeed.com

PROGRAM DESCRIPTION:

Vendor shall provide 1 FTE contracted staff and payrolling services for the following positions:

Volunteer Coordinator Nutrition
Basic Function
The Volunteer Coordinator administers the Nutrition program and assists the Director of Nutrition with program management by performing the following functions in accordance with the Aging Unit mission, policies and procedures as outlined below.

Essential Duties
Are as follows.  Other duties may be assigned.
1. Administers the Home Delivered Meal (HDM) program as directed.

a. Maintains and updates participants’ files.

b. Maintains records and prepares reports as necessary.

c. Maintains working knowledge of federal, state and county regulations.

d. Drives HDM route and delivers meals as needed.

e. Recruits and orients volunteer drivers for the Home Delivered Meal Program.

f. Coordinates or conducts orientation training for new volunteers on ADRC philosophy and policies.

g. Maintains and updates volunteer records/database, volunteer driver records and Background checks.

h. Assigns drivers to routes and maintains substitute driver pool ensuring that all routes are covered daily.

i. Acts as liaison with drivers on a daily basis. 

j. Assigns HDM participants to appropriate route and keeps routes updated.

k. Communicates volunteer driver concerns and participant feedback to the Nutrition Director

2.   Administers the Congregate Nutrition program as directed.
a. Uses a variety of resources in planning and developing programs to inform and educate seniors about available services, programs or other educational opportunities.

b. Assists in developing plans to increase level of program participation.

c. Maintains knowledge of and assists in compliance with federal, state and county regulations.

d. Assists site managers on volunteer recruitment, retention and recognition at sites.

e. Assists with gathering meals counts for sites and communicating this to the kitchen

3.   Assists the Director of Nutrition in program management.
              a.   Functions as the Director of Nutrition in his/her absence.

              b.   Assists in compliance with federal, state and county regulations.

              c.   Assists in developing plans to increase level of program service and funding.

              d.   Assists in ongoing monitoring of congregate meal sites and HDM participants.

              e.   Performs key functions of the program director and other administrative personnel to ensure the 

                    continuity of the program in the absence of co-workers.
4. In-home respite program.
a. Maintains and updates participant files.

b. Maintains records and prepares reports as necessary. 

c. Maintains working knowledge of federal, state and county regulations.
d. Track and record volunteer hours in SAMS.
e. Track in-kind hours.
5. Responsible for completing other duties/responsibilities as assigned.
Requirements:
1.   3-5 years’ experience working with seniors and volunteers.

2.   High school diploma.

CORE CULTURAL COMPETENCIES:
1.  Customer Focus:  Independently anticipate and meet customer needs, while searching for ways to improve 

      customer service.  Internalize customer feedback and follow up with customer to ensure problems are solved 

      by providing innovative ideas to meet their future needs.
2.   Values Differences:  Seeks out the diverse perspectives and talents of others, striving to work effectively with 

      others who have different perspectives, backgrounds or styles.  Behave with sensitivity towards differences in 
      cultural norms, expectations, and ways of communicating.  Challenge stereotyping or offensive comments.
3.   Communicates Effectively:  Shares information and updates with others, while ensuring a clear, concise and 

       professional communication through reports, documentation, written and other communications.  Listen with

       interest to what others have to say.
4.   Situational Adaptability:  Demonstrates flexibility of responses to different situations through adapting to the 

      changing needs, conditions, priorities or opportunities.  Monitors how well an approach is working to see if a 

      change is needed, recognizing cues that suggest a change in approach or behavior is needed.
5.    Drives Results:  Demonstrates a strong drive to achieve meaningful results, through driving tasks to successful 

       completion and closure.  Sets high standards for own performance, showing determination in the face of 

       obstacles and setbacks.
6.  Ensures Accountability:  Takes responsibility and ownership for successes and failures in own work.  Monitors 

 progress of performance and changes approach accordingly, following through on commitments.
PHYSICAL/SENSORY DEMANDS:

Occasionally lifts and/or moves up to 30 pounds.  Moves about to accomplish tasks.  Remain stationary for extended periods of time, repetitive use of hands required while using computer keyboard and work with written and electronic information.
EVALUATION OUTCOMES:

1. 100% of referred candidates will meet minimum qualifications per the job description provided by Racine County.

2. 90% of vacancies will be filled within 60 days of initial posting.

3. 90% of employees will maintain a position within Racine County for the calendar year, maximizing employee retention.  

An Evaluation Outcome Report must be submitted to Racine County HSD Contract Compliance Monitor by 2/1/24.  
