POSITION: Community Social Services Assistant | Part-Time
DEPARTMENT: Social Services

Grade: 18

Starting Salary: $13.1659 per hour

Position: 5300204

Posted:May 19, 2026

Closing: June 2, 2026

Responsibilities

The Macon County Department of Social Services is a public agency that provides a multitude
of services to citizens of Macon County. The Department has several programmatic units
which operate specifically under Federal and State legal authority to provide services
including, but not limited to the following: Work First, Medicaid, Family and Children’s
Services, Food & Nutrition Services, Emergency/Crisis Assistance, Child Care Subsidy, Child
Support, Child Welfare Services, Adult Services, and Senior Services. As a local government
agency, the functions and services provided by the Department are considered essential
governmental operations and further the Department has a state and federally mandated
responsibility in accordance with federal merit standards and the State Human Resources Act
to carry out these functions and provide the services to the citizens of Macon County. The
primary purpose of the Community Social Services Assistant is to perform a variety of duties
in daily operation of the Nutrition Program at Senior Services.

Qualification Requirements

To perform this job successfully, an individual must be able to perform each essential

function satisfactorily. The requirements below are representative of the knowledge,

skill, and/or ability required. Reasonable accommodations may be made to enable an
individual with disabilities to perform the essential functions.

Essential Functions

e Setting up the congregate meal and kitchen areas for the home delivered meal program
and congregate meal program. Verifying, recording and checking food safety to comply
with food safety guidelines. Serving congregate meals then cleaning up from meal service.

e Addresses client/member requests and concerns.

e Assists Senior Center Program Administrative Officer as needed.

e Attends required training courses and workshops.

o Performs shelter and special needs duties as required or assigned by the Administrative
Officer and/or designee or Director.



Knowledge, Skills, and Abilities

Basic knowledge of the social, economic, and environmental conditions of clients to be served;
knowledge of the principles and practices of nutrition and food service management; skill in basic
reading, writing, and simple mathematics; ability to establish rapport and relate to population
served; ability to exercise good judgment in appraising situations; ability to verbally communicate
findings.

Minimum Training and Experience

Demonstrated possession of knowledge, skills, and abilities gained through at least one year
of experience in performing tasks similar to the ones assigned.

Special Requirements

e Valid driver's license

AN EQUAL OPPORTUNITY EMPLOYER/ADA EMPLOYER
All prospective employees are subject to a criminal background check
References may be requested





