Newton Older Adult Services Department - Summer Intern

Cooper Center, 345 Walnut Street
The Department provides specialized programs and services for Newton’s older adults.
Programs

Fitness Classes — Language Conversation Groups - Billiards — Art Classes — Health
Screenings & Education - Card Games — Musical Performances — Social Events -
Educational Offerings on Scams, Fire Safety, Dementia, and topics useful to older adults -
Lifelong Learning — Support Groups

Services

Information & Referral - Tax Preparation Assistance - Health Benefits Counseling - Friendly
Visiting Transportation - Technology Tutoring — Volunteer Opportunities - Caregiving
Support

Preferred workdays/hours: Wednesday, Thursday, Friday, 8am until 2pm or a variation
each day

Reports to: Deputy Director and Kitchen Manager
Scope of Work:
e Assists with the café and kitchen operation

o Willwork closely with ALL coordinators including Programming, Volunteer, and
Outreach on a variety of projects

e Willwork on other office projects as needed

e Provide support for programs and events.

e Various MySeniorCenter and other data entry projects
Skills Required:
¢ Must be familiar with Microsoft Office programs.
Other Training:

¢ On-site training to be provided on skills required to use MySeniorCenter database



