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Position Description 
 

 

Position: Health and Wellness Aging Specialist 

Reports to: Nutrition Meals Team Lead 

Supervises: N/A 

FLSA: Non-Exempt 

Updated:  11/2025 

 
Position Summary: 
The Health and Wellness Aging Specialist, in many cases, is the first impression of NEI3A and its services. Primary 
responsibilities will be to interact positively and professionally with consumers, their families, and other 
stakeholders. This position will also engage with partners in our service provisions to meet the needs of older 
persons to age with independence, dignity, and wellness. This position is responsible for delivery of NEI3A 
nutrition services and provision of evidence-based health promotion classes. Programming may take place at 
NEI3A locations or other community locations (such as meal sites, community centers, libraries, churches, etc.) 
 
Position Responsibilities: 

• Maintain regular contact with Home Delivered meal consumers either directly or through volunteers. 
• Oversee and coordinate nutrition services as assigned including new referrals, annual consumer updates, 

assisting with referrals to additional resources, and interacting with meals vendors. 
• Meet with Home delivered meal consumers in their home annually to verify eligibility and program 

effectiveness. 
• Interact with consumers and volunteers at mealsites or other service locations. 
• Refer consumers to appropriate staff for other services. 
• Ensure accurate records and complete data entry. 
• Recruit, train, schedule and recognize volunteers. 
• Participate and collaborate with regional staff to promote NEI3A. 
• Instruct wellness, nutrition, and other health promotion and evidence-based classes. 
• Assist with and coordinate activities and programs to help maintain independence for older persons. 

 
Required Skills, Knowledge, and Abilities: 

• Compassion for older persons, ability to interact with them and assess additional needs 
• Self-starter with strong customer service skills 
• Knowledgeable of community services and resources available for older persons in area served. 
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• Ability to communicate well with diverse populations. 
• Ability to present prepared information to groups. 
• Good time management skills and ability to prioritize tasks. 
• Ability to think creatively to meet the needs of consumers. 
• Knowledge of personal computers, able to manage emails, and complete accurate data entry with 

appropriate guidance. 
 
Required Qualifications: 

• Bachelor’s degree in human services or related field. 
Or 
• Associate’s degree in human services or related field and two years’ experience working directly with 

consumers or with the public. 
Or 
• High school diploma or GED and 4 years full time work experience with individuals overcoming health, 

psychological, or economic problems. 
 
Required Travel 

• Travel in and out of assigned area to required meetings or to assist other nutrition staff in different 
locations as requested. 

• Travel to consumers’ residences to complete annual intake for home delivered meals. 
• Employee in this position must hold a valid driver’s license and proof of insurance. 

 
Physical Demands: 

• Essential functions of this position include working with and around other staff and consumers; vision 
acuity (near) for reading computer work; hearing and speech for ordinary conversation and for 
communicating with staff and guests in person and over the phone; finger dexterity/touch for typing, 
writing, filing, etc. 

• While performing the duties of this job, the employee is required to use computers and computer 
systems (including hardware and software) to enter data or process information for extended periods of 
time. 

• Employee in this position will be required to travel distances and ascending/descending stairs, standing, 
bending, and stooping, including but not limited to accessing consumers' homes as required. 

• Should possess the ability to perform light work exerting up to 20 pounds of force occasionally, and/or up 
to 10 pounds of force frequently. 

• Employee in this position must hold a valid driver’s license and proof of insurance. 
• Ability to travel throughout the state of Iowa or to attend out of state meetings and conferences as 

necessary. 
 
Work Environment: 

• Will travel frequently to meal / activity sites within designated region and outside of region as necessary. 
• May work in a variety of work environments to include office, centers, meal sites, or community settings. 
• Will access consumer’s private homes that will have a variety of environments. 

 
Training Requirements: 

• Must complete ServSafe food handling certification within 6 months of employment. 
• Must complete Mandatory Reporter training within 6 months of employment. 
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Criminal and abuse registry background check conducted upon offer of employment. 
 
NEI3A is an equal opportunity employer. We are committed to a work environment that supports, inspires, and 
respects all individuals and in which personnel processes are merit-based and applied without discrimination on 
the basis of race, skin color, religion, sex, sexual orientation, gender identity, marital status, age, disability, 
national or ethnic origin, military service status, citizenship, or any other characteristic protected by applicable 
law. NEI3A believes that diversity and inclusion among our teammates is critical to our success, and we seek to 
recruit, develop and retain the most talented people from a diverse candidate pool. 
 
In compliance with the Americans with Disabilities Act, the agency provides reasonable accommodation to 
qualified individuals with disabilities and encourages both prospective and current employees to discuss potential 
accommodations with the NEI3A. 
 


