
               TOWN OF NORFOLK 
                             
                                              ONE LIBERTY LANE 
                                NORFOLK, MASSACHUSETTS  02056 
 
 

Executive Director 
Council on Aging 

 
The Town of Norfolk is seeking to fill the position of Executive Director of the Council on Aging.  The 
Executive Director performs professional, supervisory and administrative work, providing services and 
programs to elders in our community.  Work includes assessing the needs of seniors and developing and 
implementing innovative programs and activities designed to meet those needs, developing and administering 
the department budget, policies and procedures, supervising staff and volunteers, and overseeing the activities 
and maintenance of the Senior Center. 
 
The Executive Director works under the administrative direction of the Town Administrator, and follows 
municipal policies and objectives.  The Executive Director also works with the Council on Aging in the 
implementation of programs and services for Norfolk seniors.  The Executive Director establishes long and 
short-range plans and objectives, creates state of the art programs and assumes direct accountability for 
department results. The Executive Director is expected to be highly knowledgeable of the current research and 
trends in Aging. The Executive Director administers and coordinates all activities of the Norfolk Council on 
Aging to ensure the development of plans, policies, and procedures necessary for the establishment and 
maintenance of services for the elderly; ensures that programs and services run in accordance with Town 
Council on Aging policies, legal boundaries, and any contract funding service regulations. 
 
The Executive Director provides a variety of social, health, and information services and programs; solicits the 
assistance of health and human service agencies in sponsoring programs and events for seniors; provides direct 
counseling and referral services to senior citizens; maintains related files and records; assists seniors in filing 
applications for assistance programs or information; provides current information on legislation and government 
programs affecting the elderly. 
 
The Executive Director is responsible for the supervision of up to four (4) employees, and numerous volunteers.  
Some employees and volunteers are located in separate areas than the supervisor.  Position recommends the 
hiring, firing, and discipline to the Town Administrator, and is responsible for the evaluation of employees.  
The Executive Director shall develop a budget for the Senior Center and shall administer the same in keeping 
with municipal policies.   
 
This position requires a Bachelor’s Degree in Social or Human Services, and three (3) to five (5) of experience 
in Human/Social services; or an equivalent combination of education and experience.   A candidate should be 
capable of becoming certified by the state as a Council on Aging Director by the EOEA after two (2) years of 
experience in the position, and have a valid driver’s license. 
 
To apply candidates must forward a cover letter, resume and salary requirements to jobs@norfolk.ma.us
 AA/EOE	  


