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Status: Non-exempt

Nutrition Program Specialist 

DEFINITION
The Nutrition Program Specialist provides client-centered nutrition program support using professional social work practices. This position facilitates client assessment and enrollment for the Meals on Wheels and Community Congregate Meal programs, serves as the primary point of coordination for nutrition referrals, and strengthens community partnerships to increase awareness of Missoula Aging Services programs. The Specialist also contributes to MAS’ strategic plan by collaborating with social service and healthcare partners to address the nutrition-related challenges faced by older adults

ESSENTIAL DUTIES
(The following are intended to illustrate typical duties; they are not meant to be all inclusive or restrictive.)
1. Supports Agency’s mission and philosophy and fully participates in the Agency’s goals and objectives, including, but not limited to, being available to work occasional evening and/or weekend events.
2. Client Intake and Eligibility Assessment
a) Perform intake for new clients, determine eligibility and dietary considerations, and explain program operations, expectations, policies, and donation requirements.
b) Collect, enter, and maintain required personal and demographic information in the State of Montana database and MAS’ CRM system.
3. Program Coordination and Distribution
a) Assess nutrition needs, eligibility, and basic support needs, including conducting in-home assessments when required.
b) Create and maintain client service profiles in MAS’ CRM system, including individualized meal delivery plans, dietary needs, and delivery instructions.
4. Client Record Management
a) Maintain accurate client records, including daily changes, cancellations, restarts, and service updates from the MAS staff, volunteer drivers, and direct client contact.
b) Record and distribute daily client changes to Providence Kitchen staff by established deadlines. 
c) Compile, organize, and report monthly and quarterly data for internal use and state reporting, including invoicing and creation of client contribution statements, ensuring accuracy and timely communication.
5. Client Welfare and Support
a) Respond to Meals on Wheels driver calls regarding client welfare concerns; assess issues using case history, interviews, and observations, and recommend appropriate follow-up.
b) Conduct home visits as needed to assess client health, safety, satisfaction, and support systems; refer clients and caregivers to community resources and social services as appropriate. 
c) Refer suspected abuse or neglect to Adult Protective Services in accordance with agency protocols.
6. Reassessment and Volunteer Coordination
a) Assist with client reassessments in collaboration with the Meals on Wheels Nutrition Reassessment Volunteer, supporting scheduling, documentation, and follow-up. 
b) Participate in meetings and maintain regular engagement with nutrition program volunteers, including follow-up on client welfare concerns reported by volunteers, crisis situations, or significant dietary or health changes. 
7. Meals on Wheels and Community Congregate Meals Daily Operations
a) Assist with the daily operation of the two primary nutrition programs, Meals on Wheels and Community Congregate Meals. 
b) Serve as a primary point of contact for nutrition-related calls for MAS, including receiving calls from Meals on Wheels drivers regarding client welfare concerns; assess issues using case history and prior client interactions and recommend appropriate resolutions to support independent living.
c) Manage daily paperwork, support dispatch and distribution and cover meal routes in emergencies or during volunteer shortage situations.
d) Create and distribute client notifications regarding delivery schedule changes and update meal schedules during holidays or special circumstances.
e) Assist the Community Congregate Meal Program Coordinator with implementation of “pop-up” community lunches at a variety of venues throughout Missoula County. 
f) Develop and maintain forms, spreadsheets, routing adjustments, and tracking tools in the CRM; assist with program reports, proposals, and operational documentation.
8. Volunteer Support and Engagement
a) Support nutrition program volunteers through coordination, recognition, and ongoing engagement to promote effective service delivery.
9. Program Development and Customer Service
a) Collaborate with the Nutrition Program Manager and nutrition team to evaluate and improve program operations, procedures, and service delivery.
b) Provide day-to-day customer service, respond to inquiries and complaints, and resolve routine issues involving clients, volunteers, vendors, and staff.
10. Rural Community Program Support
a) Support rural and community-based nutrition programs as needed to promote access, reduce isolation, and improve health outcomes for older adults.
11. Participates in community relations and other outreach activities such as presenting information to individuals, groups and organizations and attending or conducting meetings with individuals, organizations and groups and whose activities may benefit the program and its objectives in order to establish and maintain productive working relationships which support achievement of the program’s mission and objectives.
12. Practices positive teamwork (i.e., practices collaboration and open communication; embraces perspectives and talents of all people; is open to change and continuous improvement; encourages and empowers others to achieve).
13. Supports agency’s mission and philosophy and fully participates in agency’s goals and objectives, including, but not limited to, being available to work occasional evening and/or weekend events.
14. Performs related duties as assigned.

SUPERVISION RECEIVED
Works under the general direction of the Nutrition Program Manager.

SUPERVISION EXERCISED
May act as a team leader for special projects, which may include paid and volunteer workers.

WORKING RELATIONSHIPS
The work entails interacting with Missoula Aging Services staff, older adult clients and their representatives, people with disabilities and their support systems, staff of community agencies, professionals in the community, human service workers, and members of faith-based communities, program clients and the general public. 

PHYSICAL/MENTAL DEMANDS & WORKING CONDITIONS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

[bookmark: _Hlk179985162][bookmark: _Hlk179985718]While performing the duties of this job, the employee is frequently required to stand and walk, climb or balance, and lift or carry 5-10 pounds. The employee is regularly required to sit; use hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee works in an environment with frequent disagreeable elements 45-70% of the time while performing duties in an office setting, hospital setting in the homes of clients and while driving. Requires high attention to detail or deadlines on a frequent basis 45-70% of the time. The work requires frequent travel within Missoula County. Occasional in-state travel is required. Use of a personal vehicle required. Must possess a valid driver’s license and maintain vehicle insurance as required by MT law. 

QUALIFICATIONS
[bookmark: _Hlk172890927][bookmark: _Hlk172891000][bookmark: _Hlk172891427]Knowledge:  Considerable knowledge of modern social work principles and practices. Considerable knowledge of resources and services available in the community. General knowledge of the social dynamics of the aging process. General knowledge of the needs of older adults and people with disabilities and empowerment strategies. Working knowledge of Medicare, Medicaid, and other health plans; HIPAA rules, regulations and procedures. Considerable knowledge of client-centered interventions and medical social work. Working knowledge of resources and services available in the community. General knowledge of the social dynamics of the aging process.

[bookmark: _Hlk172891463][bookmark: _Hlk172891534][bookmark: _Hlk172891568]Skill:  Considerable skill in conducting social work assessments and developing care plans. Considerable skill in organizing people and things. Considerable skill in interpersonal relations, including written and oral communication. Proven analytical thinking skills and conflict management skills. Proficient skill in the operation of a personal computer, laptop, tablet, and common computer applications such as Microsoft Office Suite and other database programs. Demonstrated interpersonal skills, including demonstrated skill in written and oral communication. General skill in training adults.
[bookmark: _Hlk172891611]Ability:  Ability to work within a team based, cross functional environment. Ability to work independently scheduling home visits and monitoring time. Ability to successfully interact with a wide range of individuals and organizations of diverse backgrounds and viewpoints. Ability to work with minimal supervision. Ability to attain proficiency in specialized computer applications used within the program. 
[bookmark: _Hlk172891636]Education and Experience: The preferred knowledge, skills and abilities described above are typically acquired through the completion of a degree in social work (BSW) or other relevant behavioral science (e.g., human services, psychology, nursing, social work, etc.) and two years (2) of related work experience OR a suitable combination of education and experience. Volunteer work may be considered in evaluating work experience.

COMPETENCY
Professionalism: Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.

Quality: Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.

Quantity: Meets productivity standards; Completes work in timely manner; Strives to increase productivity; Works quickly

Safety and Security: Observes safety and security procedures; Reports potentially unsafe conditions; Uses equipment and materials properly.

PERSONAL ATTRIBUTES
It is essential for this position to be open-minded and flexible with regard to work to be performed. This position will require a great amount of self-motivation, self-direction and discipline. Must be able to work and perform under moderate to high pressure. A high level of organizational skill is necessary in receiving and prioritizing clients. Must be willing to assist other co-workers as needed without direction to do so. Teamwork and flexibility are essential to this position and to the company.

It is essential that the person in this position understand the policies and procedures as set out by management, and work as a team member for the good of the company. This position will be cross trained in other areas of the support staff duties.

I understand that this job description is presented as a matter of information only and nothing contained in this job description shall be construed as an agreement or contract of employment between Missoula Aging Services and the employee. 

I acknowledge receipt of job description and have read and understand the duties outlined above.


Employee Signature: _______________________________ Date: ______________
Supervisor Signature: ________________________________ Date: ______________
Program Director Signature: ___________________________ Date: ______________
HR Director Signature: _______________________________ Date: ______________
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