
SENIOR RESOURCES JOB DESCRIPTION

POSITION TITLE: MMAP Regional and Outreach Coordinator 
REPORTS TO: MMAP Regional Director and Senior Resources Community Services 

Director
APPROVED BY: CEO
STATUS: Non-Exempt                                    
________________________________________________________________________________
__________
GENERAL DESCRIPTION:  Implements and manages the Medicare/Medicaid Assistance Program 
including recruitment, support, and training for MMAP volunteers, planning, and presenting public 
MMAP informational sessions and providing one-on-one counseling sessions. 

ESSENTIAL DUTIES AND RESPONSIBILITIES
MMAP Regional Coordinator:

 Link persons to other services and information & assistance as needed.
 Recruits potential Site Coordinators and MMAP Counselors and screens and interviews each 

potential counselor to ensure that s/he understands the position responsibilities and is willing 
to make the necessary commitment.

 Oversees the work of the Site Coordinators within the region, and is available to assist in 
problem identification, research, and resolution.

 Coordinates program publicity and outreach activities, prepares and presents public education 
sessions as needed.

 When counseling Medicare beneficiaries, adheres to the same responsibilities and guidelines 
outlined in the MMAP Counselor Job Description  

 Adheres to the standards contained in the contract between the Regional MMAP Site and 
MMAP Central.

 Oversees Site Coordinator compliance with MMAP reporting standards, including 
confidentiality and timeliness.

 Provides quarterly refresher trainings and maintains communication with the Site Coordinators 
to reinforce MMAP policies and procedures and discuss program updates. 

 Prepares and submits MMAP documentation to the Aging and Community Living and Supports 
Bureau and MMAP Central.

 Serves as a liaison between MMAP Central and the MMAP Site Coordinators with the purpose 
to achieve the mission of the counseling program.

 Attends semi-annual MMAP Coordinator trainings and the annual recognition conference.
 Performs all other related tasks as assigned.

MMAP Outreach Coordinator:
 Coordinates program publicity and outreach activities within Muskegon County, prepares and 

presents public education sessions.
 Organizes community outreach and education events. Conducts presentations, distributes 

information, and talks to attendees at senior fairs and similar events.  
 Coordinates with organizations and work sites throughout Muskegon County to provide MMAP 

information to people age 60+.
 Link persons to other services and information & assistance as needed.
 Assists MMAP Regional Direct in recruiting potential MMAP Counselors.
 Oversees the provision of the Medicare Group Education Satisfaction Survey, at the request of 

the Administration for Community Living (ACL). 



 When counseling Medicare beneficiaries, adheres to the same responsibilities and guidelines 
outlined in the MMAP Counselor Job Description  

 Adheres to the standards contained in the contract between the Regional MMAP Site and 
MMAP Central.

 Attends semi-annual MMAP Coordinator trainings and the annual recognition conference.
 Performs all other related tasks as assigned.

QUALIFICATIONS 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 required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  

* Must possess a valid Michigan driver's license.
* Must have reliable transportation and provide current proof of automobile insurance.
* Must possess a cell phone.
* Must have testing for tuberculosis upon hire, annual symptoms review thereafter.
* Must maintain MMAP Coordinator Certifications/Trainings.

EDUCATION and/or EXPERIENCE:  Associate degree or two years’ experience in human services 
working with older clients.  Must successfully complete prerequisite learning modules and the three 
(3) day training for new MMAP counselors.

REASONING ABILITY:  Ability to define problems, collect data, establish facts, and draw valid 
conclusions.  Ability to interpret an extensive variety of regulations and instructions and deal with 
several abstract and concrete variables.

OTHER SKILLS & ABILITIES:  Ability to work well with people on a personal basis. Must have 
excellent communication and public speaking skills.

LANGUAGE SKILLS:  Ability to read, analyze and interpret periodicals, professional journals, and 
program standards and guidelines.  Ability to write reports and correspondence.  Ability to effectively 
present information and respond to questions from clients, customers, educators, social services 
personnel, state politicians and the general public.

MATHEMATICAL SKILLS:  Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals.

TECHNICAL SKILLS:  Basic typing skills, Microsoft proficient, ability to use the internet, printers, 
copiers, scanners, and password management.

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 talk and hear.  Specific 
vision abilities required by this job include close vision, distance vision and the ability to adjust focus.  
The employee frequently is required to sit and use hands to finger, handle, or feel objects, tools or 
controls.  The employee is occasionally required to stand and walk.  



While performing the duties of the job, the employee is required to lift and/or move up to 10 pounds.  
The employee must be able to travel in all kinds of weather and have reliable transportation.

The above is intended to describe the general content of and requirements for the 
performance of this position.  It is not to be construed as an exhaustive statement of duties, 
responsibilities, or requirements.  Duties and responsibilities may be added, deleted, or 
changed at any time at the discretion of management, formally or informally, either verbally or 
in writing.
Approvals:

_____________________________ ____________________________ _______________
Employee Signature Title Date

_____________________________
Employee Name Printed

_____________________________ ____________________________ _______________
Supervisor Signature Title Date

_____________________________
Supervisor Name Printed
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