JOB ANNOUNCEMENT

Job Titte:  Director, Asian & Pacific Islander Older Adults Task Force

Supervisor: Director of Service Programs, Little Tokyo Service Center
Employment Status: Full-time salaried, nonexempt, at-will position
Start date: Open until filled
Salary: Range $52,000 - $65,000; commensurate with experience and qualifications

Asian & Padfic |dander Older Adults Task Force

The mission of Asian & Pacific Islander Older Adults Task Force (APIOATF) is to advocate for
the welfare of the Asian and Pacific Islander elderly community, and to promote culturally sensi-
tive and language appropriate social services including outreach, translation, socialization,
community education, case management, information/referral, health, mental health, daycare,
housing, nutrition, food commodities distribution, and other services.

Formed in 1986 as a task force of Asian Pacific Policy & Planning Council (A3PCON), today APIOATF is a coalition comprised
of over forty community-based organizations and human services agencies with ties to elderly in the Cambodian, Chinese,
Filipino, Guamanian, Japanese, Korean, Lao, Samoan, Taiwanese, Thai, Tongan, and Vietnamese communities throughout
Los Angeles County. The Little Tokyo Service Center, a Community Development Corporation (LTSC CDC), is the fiscal agent
and parent organization; and all APIOATF are employees of LTSC CDC.

The main program of APIOATF is the Multi-Ethnic Network for Training, Outreach, and Resources for Seniors (M.E.N.T.O.R.S.
Program), designed to provide training, workshops and technical assistance for social service providers on the delivery of cul-
turally sensitive services to the ethnic elderly. This program is funded by an Older Americans Act grant administered by Los
Angeles County Area Agency on Aging. APIOATF is also a partner in the Cambodian Senior Nutrition Program (CSNP), a
congregate meals program in Long Beach.

Over the years, APIOATF has published several resources including guides, handbooks, and directories. Publications include
Asian & Pacific Islander Elderly in Los Angeles County: An Information and Resource Handbook; An Ethnic Elder Demo-
graphic Guide to L.A. County: Population Count & Disability Characteristics (DVD); Helping You to Help: A Service Provider's
Cultural Guide to Assisting African American Caregivers in Los Angeles County; Understanding Diversity & Caregiving: Cam-
bodian Caregivers in L.A. County; and Member Agency Directory.

Summary of Responsibilities:

The Director is responsible for the oversight and supervision of all programs and activities of the Asian
& Pacific Islander Older Adults Task Force, including training, workshops and technical assistance pro-
vided under the MENTORS grant. The Director is also responsible for fiscal management and contract
compliance, and for developing and strengthening relationships among member organizations, social
service providers, and governmental bodies, as well as insuring productive relationships with the Task
Force’s fiscal agent and collaborative partners.

© Management of Programs, Activities and Contracts

I Provide overall leadership and direction to the program;

I Prioritize and manage program activities and tasks;

I Oversee personnel, including day-to-day supervision of program staff, training, performance
evaluations, discipline, etc.;

I Oversee the maintenance of space, office equipment, telecommunications devices and other
resources;

I Coordinate and cooperate with the fiscal agent’s administration, finance department, human re-
sources and other areas;



Keep abreast of developments in the field of aging, in cultural competency training, and with
events in the ethnic elderly communities.

(3] OverS|ght of Contractual Obligations and Budget

Develop and monitor annual budgets, and review budget-to-actual reports;

Coordinate and direct the performance of program/contract goals and objectives; track service
units;

Ensure compliance with contract terms, including budgeting and other fiscal requirements;
Oversee the preparation of reports, invoices, check requests, summaries, proposals and other
documents;

Prepare for audits, monitors’ visits and other dealings with funders, contractors and vendors,
and act as liaison with funding agencies;

Facilitate and oversee resource development, innovations and growth; research, develop and
prepare proposals for funding;

Maintain accurate, detailed and up-to-date files and records in electronic and/or physical files as
appropriate.

© Engage in Strategic External Relations

Advocate on behalf of issues and causes consistent with APIOATF’s mission;

Network with representatives of governmental bodies, foundations and community-based orga-
nizations, including Asian Pacific Planning & Policy Council (A3PCON);

Participate in major aging collaborative and coalitions regarding older adult issues, representing
low-income and ethnic minority needs and concerns.

Fulfill other duties as deemed necessary and appropriate, including activities and assignments
relating to the Little Tokyo Service Center as a whole.

Qualifications and Experiences:

Masters degree in Gerontology, Social Work, Public Administration or related field AND two
years of experience in management position in nonprofit or government; OR

Bachelors degree AND five years of experience in management position in nonprofit or govern-
ment;

Minimum of one year in the aging field in a leadership position, preferably with an ethnic minor-
ity organization;

Experience or special skills in fiscal management, budget planning and/or contract compliance;
Excellent working knowledge of Excel and other computer programs; and

California driver license and access to an insured automobile.

How to apply: Interested applicants should submit a resume and cover letter to:

Asian & Pacific Islander Older Adults Task Force

244 South San Pedro Street, Suite 409 / Los Angeles, CA 90012
Email: OATFHR@Itsc.orq / Telephone: (213) 625-3006
Websites: www.apioatf.org; www.ltsc.org




