	
	
	



POSITION DESCRIPTION

Arrowhead Regional Development Commission

Job Title:			Community Engagement Assistant (Temporary)
Division:			Arrowhead Area Agency on Aging (AAAA)
Reports To:			Aging Director 
Classification:		Program Support
FLSA Status:		Non-exempt

Job Summary: The Arrowhead Area Agency on Aging (AAAA) is seeking a temporary, Community Engagement Assistant, to support three signature initiatives: Launch North, a regional healthcare career exploration program, Age-Friendly MN, a collaborative statewide effort to make our systems and communities more inclusive of and responsive to older adults, and the Minnesota Story Collective, a community narrative project capturing the lived experiences of older adults across the seven-county Arrowhead region. This position offers meaningful, project-based experience at the intersection of public health workforce development, community engagement, and aging services with real responsibilities and real community impact.

Primary Duties and Responsibilities:
· Support Launch North healthcare career exploration events, including participant recruitment and outreach, day-of coordination, and post-event survey administration and career pathway outcome tracking across target populations including disconnected youth, dislocated workers, and career changers. 
· Support Age-Friendly Minnesota initiative through assisting with event planning, coordinating, and supporting community events. This includes day-of-event support, including setup, registration, participant engagement, and event logistics.
· Assist with the Minnesota Story Collective by conducting individual interviews and supporting group story collection activities such as focus groups and community listening sessions; organize and document gathered narratives following established consent and data privacy protocols.
· Contribute to the development of outreach materials, social media content, newsletters, and other communications.
· Help maintain project records, contact lists, and event documentation.
· Participate in team meetings and provide administrative support as needed.
· Complete other duties and special projects as assigned.

Position Requirements: 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 and physical demands required and environmental characteristics encountered. Reasonable accommodations may be made to enable individuals with disabilities to perform essential job functions. This position is contingent upon a successful background check.

Required Education and Experience Qualifications: 
· A minimum of a High School diploma, GED, or equivalency, and
· 1 year of customer service, data entry or clerical experience, and  

· Must be computer literate (working knowledge of word processing, PowerPoint, Excel), and
· An effective communicator, both written and oral, and
· Ability to communicate in a professional manner, and
· Self-motivated, good organizational skills, detail-oriented, ability to prioritize, multi-task and meet deadlines.

Valid driver’s license and good driving record required.

Competencies: Knowledge of basic planning process;  proficient personal computer skills including electronic mail, word processing, routine database activity, spreadsheet, graphics, etc.; solid oral and written communication skills; self-motivated to work independently as well as collaboratively in a team environment; ability to establish priorities, identify and solve problems, and handle multiple task simultaneously; well-organized, adaptable and flexible to changing work tasks; ability to work under pressure and maintain effective interpersonal relationships by being respectful, cooperative, professional and displaying a positive attitude. Must be able to maintain data privacy and consumer confidentiality. Must pass a criminal background check. 

Language Skills: Ability to read and interpret documents such as safety rules.  Ability to write routine reports and correspondence. Ability to speak effectively to the public.

Mathematical Skills: Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability: Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Physical Demands: The employee is regularly required to talk and hear. The employee is frequently required to stand, walk, sit, use hands to finger, handle or feel, and reach with hands and arms. Sometimes it may be required to conduct field work which will require working outdoors, sometimes in less than ideal weather. This position might be asked to assist in moving equipment from ARDC offices to various meeting sites. This requires the ability to lift up to 30 pounds. Specific vision abilities required include close vision, distance, color vision, peripheral vision, depth perception, and ability to adjust focus.

Travel: Valid driver’s license and good driving record required. Position involves moderate travel within the region and occasional attendance at night meetings.

Duration:  Temporary, September 2026 to June 2027.

Scheduled Hours: This position is open for 15-16+ hours/week, during normal business hours, Monday-Friday 8:00 am – 4:30 pm. Some weekend or evening work may be occasionally necessary for events. 


The above statements are intended to describe the general nature and level of work being performed by people assigned to this position. They are not intended to be an exhaustive list of all responsibilities, duties and skills required.



__________________________________			_______________
Signature								Date  
June 12, 2026	
