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REGIONAL SERVICES SPECIALIST 
 

CLASSIFICATION:  EXEMPT; AT-WILL (FULL TIME)   
LOCATION:   SACRAMENTO, CA 
GRADE:   17 
 
 

AGENCY DESCRIPTION: 
Agency on Aging Area 4 (AAA4) is a Joint Powers Authority (Public Agency with non-profit status) 
with the counties of Nevada, Placer, Sacramento, Sierra, Sutter, Yolo, and Yuba to provide a system 
of services for persons 60 years of age and over.  AAA4 funds and monitors programs for older 
adults in a seven-county planning and service area with funding under the Older Americans Act.  
AAA4 is one of 33 area agencies in California, designated by the State to develop, coordinate, and 
fund programs designed to help older persons maintain their health and independence.  All 
employees of AAA4 are required to be Mandated Reporters, and are expected to successfully pass 
a background check. 
 
MISSION:  
Creating and supporting opportunities that enhance the lives of older adults and their families to 
be safe, healthy, and independent. 
 
POSITION SUMMARY: 
Under the general direction of the Regional Services Administrator, the Regional Services Specialist 
is an exempt employee responsible for ongoing monitoring, evaluation, communication and 
coordination of social service programs funded by the federal Older Americans Act, the State of 
California and other grants through the Agency on Aging \ Area 4 (AAA4).   
 
The Regional Services Department has two major functions: 1) to support subcontracted partners 
in successfully reaching mutual objectives, and 2) to work with all appropriate stakeholders to 
better coordinate aging services in individual communities. 
 
The Regional Services Specialist (RSS) is assigned to one or more geographic regions within the 
seven-county area that encompasses Planning and Service Area 4 (Nevada, Placer, Sacramento, 
Sierra, Sutter, Yolo and Yuba counties).  Within the assigned region, the RSS acts as the primary 
representative of AAA4, including oversight of service providers under contract with AAA4, active 
participation in local commissions on aging and other appropriate groups, and collaborative efforts 
with public and private stakeholders to help build and sustain a coordinated system of care for 
older adults and their families. 
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PRIMARY DUTIES/RESPONSIBILITIES: 
Responsibilities for this position fall into two broad areas and are as follows: 
 
SERVICE MONITORING, EVALUATION and SUPPORT 

 Conduct periodic onsite monitoring of assigned service providers to review goals, 
administration, operations and quality of service delivery; submit reports of findings, 
noting significant achievements or challenges and providing recommendations for 
recognition, corrective action and/or technical support; 

 Conduct ongoing “desk” monitoring of assigned service providers’ activities, monthly 
performance reports and monthly financial reports to assure compliance with contractual 
requirements and progress toward provider objectives; 

 Work with AAA4 management, data and fiscal staff to periodically assess overall program 
effectiveness and to identify service trends, gaps and priorities; 

 Promote participation in the Needs Assessment; 
 Assist in developing, updating and amending the Area Plan; 
 Assist in developing Requests for Proposals (RFPs), individually review and rate assigned 

proposals, and participate in drafting AAA4 staff recommendations for all proposals; 
 Negotiate with service providers regarding proposed adjustments to annual scopes of 

service; 
 When necessary, facilitate start-up and close-out processes with service providers, with 

emphasis on minimizing adverse impacts on existing/prospective clients; and, 
 Perform other duties as assigned. 

 
SERVICE COORDINATION and COMMUNICATIONS 

 Within the assigned geographic region, engage in ongoing efforts to advance local priorities 
as developed by local stakeholders and as defined in the Area Plan; 

 Within the assigned geographic region, convene periodic meetings of AAA4-contracted 
service providers to identify and discuss issues of common concern, to facilitate networking 
and to enhance service coordination; 

 Within the assigned geographic region, share and receive information regarding the 
provision of services to older adults and their family caregivers by regularly participating in 
commissions on aging and other appropriate groups, by attending key local events and by 
maintaining open dialogue with clients of AAA4-funded services and other interested 
individuals. 

 Work with public and private stakeholders to help support, build and sustain a coordinated 
system of care for older adults and their families; 

 Provide regular updates on significant developments in the assigned geographic region to 
fellow AAA4 staff and Management; 

 Discuss salient issues and assist in the development of internal and external standards, 
policies and procedures that pertain to the Regional Services Department; 

 Provide written or oral updates to the AAA4 Advisory Council, Governing Board, standing 
committees and other bodies, as appropriate; and, 

 Perform other duties as assigned. 
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JOB CHARACTERISTICS: 
This position is administratively responsible to the Regional Services Administrator for assuring 
compliance with contractual obligations and for implementation of the mission, goals and 
objectives of Agency on Aging \ Area 4.  The Regional Services Specialist must be self-directed and 
have the ability to work independently. 
 
QUALIFICATIONS: 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 
ability required.   
  
MINIMUM EDUCATION AND EXPERIENCE: 

 Graduation from an accredited 4-year college or university with major course work in 
gerontology, social work, social planning, or a related field.  Master’s degree preferred.   

 At least four years of work experience with social service programs, some portion of which 
includes experience managing and/or supervising others.   

 At least two years of work experience that includes direct contact with older adults and/or 
their family caregivers.  

 
KNOWLEDGE: 

 General understanding of the normal aging process and of the common needs/concerns of 
older adults age 60 – 100 and their family caregivers.   

 Basic knowledge of the Older Americans Act, Social Security and Medicare. 
 Familiarity with Long-Term Services and Supports (LTSS), including community services, in-

home services, and residential services.   
 Familiarity with outcomes-based program design and evaluation.  Familiarity with county 

government structure and processes. 
 Experience evaluating the operational, fiscal and programmatic aspects of a social service 

program.   
 Experience leading a collaborative effort. 

 
SKILLS AND ABILITIES: 

 Strong interpersonal skills to relate to diverse cultures, older adults and their families, 
experience working with employees, colleagues and board members who are 60 years of 
age and older; 

 Ability to build effective collaborations and partnerships using diplomacy and tact; 
 Proficient in the use of “Active Listening;” 
 Ability to recall pertinent information with speed and accuracy, either by memory or by 

accessing printed or electronic records; 
 Excellent speaking and writing skills in formal and informal settings; 
 Provides honest, constructive feedback that is appropriate to the situation;  
 Solicits honest, constructive feedback from individuals in a group setting; 
 Collects and analyzes complex qualitative and quantitative information; 
 Makes decisions based upon sufficient, reliable and appropriate information; 
 Has effective problem solving and conflict resolution skills; 
 Sets realistic goals and achievable objectives; 
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 Sets and meets project budget targets despite fluctuating revenue streams; 
 Sets and meets benchmarks and deadlines; 
 Current computer skills, including keyboarding, e-mail, internet, intranet, Microsoft Office 

2010 or higher, Windows 7 or higher, cloud-based applications. 
 

ADDITIONAL REQUIREMENTS: 
 Responsible for agency-assigned laptop, required at- home internet access; 
 Access to a smart phone during normal business hours; 
 Willingness to utilize home internet and personal cell phone for work purposes in accordance with 

agency policy; 

 Travel within the seven-county service area is required on a regular basis and travel outside 

this area is required on an occasional basis (anyone who drives on behalf of AAA4 must 

possess a valid California driver’s license, have regular access to a vehicle and maintain 

proof of automobile insurance); 

 Willingness to attend meetings in the evenings and occasionally on weekends; and 

 Willingness to attend meetings or training that requires overnight lodging out of town. 

PHYSICAL DEMANDS: 
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. 
  
While performing the duties of this job, the employee is regularly required to sit, use hands, and 
talk or hear. The employee is frequently required to reach with hands and arms. The employee is 
occasionally required to stand, walk, stoop, kneel, crouch or crawl. The employee must 
occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include 
close vision, distance vision, peripheral vision, depth perception, ability to adjust focus, and ability 
to see color. 


