Gatekeeper Position Description:
The Community Information Specialist (CIS) provides community connections to seniors, people with disabilities, family caregivers (including grandparents raising grandchildren) and veterans. This position is responsible for a variety of public information and outreach activities to serve as a community liaison for assigned program area. Employees in this classification play an integral part in supporting the mission and values of ADS, and in meeting the performance measures expected under contract with the State Department of Human Services.

	FUNCTION 1: PUBLIC INFORMATION/COMMUNITY EDUCATION ACTIVITIES

Prepare and deliver effective public presentations, training, and educational events appropriate for specific audiences and participants. Coordinate exhibits and participate in community events (neighborhood fairs, resource events, etc.). Develop and distribute informational pamphlets, brochures, educational material and literature related to specific services and programs. Plan, coordinate and facilitate community forums designed to educate social service professionals who serve seniors and people with disabilities. Participate in a variety of community discussions to promote awareness of needs and services to ethnic-specific organizations. This position will serve as a critical educational arm of the agency’s ADRC with a focus on integrating a cohesive and seamless messaging of all ADS key programs and services, including an understanding of our community network of providers. 

Examples of content area include but are not limited to:

Gatekeeper Outreach & education

Train and retrain community gatekeepers tailored to meet agency-specific warning signs and examples to encourage participating in the program. Develop outreach and marketing materials that promote the Gatekeeper as an integral component of our ADRC. Share best practices with other communities developing a similar program. 

ads speaker’s bureau 

Plan, coordinate and facilitate community forums designed to educate and engage social service professionals, faith-based, civic and consumer groups. Participate in a variety of community discussions to promote awareness of needs and services to the community. 
community outreach 

Coordinate and participate in community events (neighborhood fairs, Compassion Connect, etc.) and develop a staffing plan for ADS staff and community partners. Develop and distribute informational pamphlets, brochures, educational material and literature related to specific services and programs. Recruit, train and supervise interns and volunteers in specific areas of service delivery.


	FUNCTION 2: VOLUNTEER COORDINATION 

Recruit and supervise volunteers and interns to help with outreach and advocacy efforts. Help screen and place volunteers and interns to assist with key community programs like Gatekeeper,  Family Caregiver, Senior Health Insurance Benefits Assistance. Foster Grandparent Program, Veterans Outreach, etc. Ensure that volunteers follow HIPAA and confidentiality policies and other applicable local, state and federal policies and regulations.  

	FUNCTION 3: RECORD KEEPING 

Track education and outreach activities in a shared community education log. Track outcomes as needed to help evaluate effectiveness. 

	FUNCTION 4: Other duties as assigned: TBD




