
 
Adult Matters Coordinator Job Description  

 

Overview 

The needs for our Adult Matters program are complicated as the needs of our adult population of 

individuals with Down syndrome are complex, diverse and ever-changing.  We have identified six 

core needs related to our adults with DS and they are: Housing, Full Employment, Transportation, 

Health Care, Social Networking and Aging.  The person in this role needs to be comfortable 

balancing the demands of program management, support needs for our Self-Advocates and their 

families, as well as “resource research / community networking.” 

 

Within the next year, we anticipate adding another adult program coordinator that will serve 

adults 35 and over.  Therefore, the person in this role will focus solely on serving those with 

Down syndrome between the ages of 18-34.  

 

1. Character and Personal Growth Attributes for All 

• Show a respect for others, commitment to quality, integrity, and self-motivation as well 

as have a positive attitude. 

• Relationally, must show an ability to work well with others, resolve conflicts and be 

trustworthy. 

• Be an aggressive learner, who is consistently trying to grow both in knowledge and in 

their competencies. 

• Contribute to and model the mission and vision of the DSAGC along with our core 

values.  

 

2. DSAGC Staff Responsibilities   

• The Adult Matters Coordinator will report directly to the Executive Director.   

• Attend all Full Staff Team meetings and Programming Team meetings (one every other 

week).  Participate in all other staff gatherings as well.   

• Submit bi-weekly hours via Paycor, a monthly Staff Report, and an expense summary.  

• Work major DSAGC events including the Summer Picnic, Golf Tournament, Buddy 

Walk and Holiday Party. 

• Perform other responsibilities as assigned by the Executive Director. 

 

3. Program Management Responsibilities  

• Be the primary driver of the ideation, planning and execution of all Adult Matters 

programming, such as Empowerment Classes (4 to 6 weeks), Social Events, Standalone  

Life Skills / Personal Development classes and educational workshops for 

families/caregivers.  Here are some examples of past Adult Matters programs: 

➢ Kitchen Skills and a Baking Class 



➢ Halloween Party 

➢ Future is Now 

➢ Art & Apps 

➢ Kitchen Knife Skills 

➢ Employment Series 

 

 

➢ Relationships and Dating 

➢ Game Works Party 

➢ Winter Dance (Let’s Get Fancy) 

➢ Advocates in Action (Community Service Projects) 

• The Independent Living Retreat (ILR) is our most visible – and in many ways most 

impactful – Adult Matters programming event of the year.  In order to pull this off with 

excellence, it needs to be a team effort.  The Adult Matters Coordinator will serve as the 

Project Leader for the ILR as well as the OWN Day (1-day) mini-retreats. 

• Collaborate with Emma Daniels, our part-time Adult Matters Engagement Coordinator, 

who takes responsibility for three key programming areas.  She oversees our entire Social 

Clubs program, coordinates the Self-Advocate Internship, and assists as a member of the 

ILR/OWN Planning Team.  If she has time, she might also be able to assist with other 

Adult Matters projects or events occasionally. 

 

4. Program Administration 

• Submit to the Communications Coordinator and Volunteer Coordinator quarterly 

programming plans six weeks in advance of a new quarter starting.  This helps in terms 

of building registration pages, promotional needs, and creating opportunities for 

volunteers to engage with us. 

• Update in Salsa (database) participation records from programs as well as keep up-to-date 

individual records of all adults with Down syndrome and their families/caregivers. 

• Schedule and thank all Adult Matters instructors for our various classes or events. 

• Send reminders to participants of upcoming classes or events. 

• Submit invoices for any paid instructors and/or other expenses we incur for Adult Matters 

programs.  

 

5. Support Services 

• Respond within 24 hours or one business day when we get inquiries from Adult Matters 

families who have questions or need guidance regarding one of the six core needs we 

have identified for our adults.  These interactions need to be handled with a great deal of 

emotional intelligence so that those we serve feel genuinely supported both with 

immediate needs and over the long term. 

• Develop a system to relationally connect with the adults we serve and/or their families, so 

they feel like the Adult Matters Coordinator, and the DSAGC in general, are accessible 

and supportive.  The person in this role needs to live out the principle that others will not 

care how much you know, until they know how much you care. 

• Research community and other resources that can be passed onto families that will assist 

them as they care for their child.  This is an unseen, but critical, part of the job. 

 



6. Resource Research and Community Connections 

• Compile, review, and update as needed all materials that will go into the OH, KY and 

Aging binders.  Develop a system to track and distribute these binders.  Eventually, the  

Aging binder will be the responsibility for the program coordinator who serves those 

35+. 

• As needed, review and update resources on our website that are helpful for adults with 

Down syndrome and their families/caregivers. 

• Build connections with various community partners who do (or have potential to) help 

support our mission and vision as it pertains to the adults we serve.  Here are some 

examples: 

➢ Opportunities for Ohioans with Disabilities 

➢ LADD Inc. 

➢ Ken Anderson Alliance 

 

 

➢ County DDS Offices 

➢ UC UCEED / Lend Program 

➢ Special Olympics 

➢ Easter Seals Tristate 

➢ Redwood NKY 

➢ NorthKey Community Care 

➢ Ohio Residential Services 

➢ Cincinnati Recreation Commission 

 

7. Other DSAGC Staff Responsibilities 

• Be available as needed to pitch in with our major DSAGC special events. 

• Work cooperatively with the Grants Coordinator on any grant applications or reports that 

produce or have the potential to produce funding for Adult Matters. 

• Contribute stories, ideas, photos, links to articles, videos etc. related to Adult Matters that 

might be useful for e-newsletters, DS Press, email blasts, Facebook and our website. 

 

8. Reviews 

• All new employees receive an initial performance appraisal upon the completion of their 

first 90 days of employment. 

• In order to provide our staff with more consistent feedback and create an ongoing 

dialogue about priorities, performance challenges, and ways they can feel supported and 

empowered, we have moved away from traditional performance reviews.  Instead, every 

staff member has to fill out a monthly report that they submit to their supervisor.  Part of 

this report involves outlining their top three to five work priorities on a rolling basis over 

the next 90 days.  They will also outline progress they have made on their current 

monthly priorities. 

• Going hand-in-hand with the monthly report, every staff member and supervisor will 

have regular Check-In meetings at least monthly.  A significant part of these meetings 

will include being informed of and progress made towards their priorities for both the 

previous and upcoming 90 days.   

 



9. Qualifications 

• Background in program development is essential along with the emotional intelligence 

to provide empathetic support when needed. 

• Proven track record in problem solving, networking, empowering others and 

multitasking. 

• Strong interpersonal, communication and organizational skills. 

• Demonstrated ability to both lead individuals/teams as well as be an effective team 

player. 

• Experience working with Cincinnati area African-American and/or Latino communities 

strongly preferred.  Fluency in Spanish would be helpful, but is not required. 

• Computer competency in Microsoft Office Suite products and experience with 

databases. 

• Must have a valid driver’s license, reliable automobile and appropriate insurance 

coverage. 

• Four-year degree preferred. 

• Flexibility to work 30-35 hours per week, including occasional evenings and weekends. 

 


