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ACTIVITIES CO-ORDINATOR

Job Profile Summary

JOB TITLE:

Activities Co-ordinator 

REPORTING TO:
Manager, Care Supervisor or Senior Staff on duty
Job Purpose 

This post is designed to enhance the resident’s quality of life through the provision of meaningful activities and occupation.

Key Tasks

1 The Company induction will give you the skills and knowledge to understand your role

2 You will create, organise and offer residents a stimulating programme of activities. 
3 You will work with the Care Assistant to encourage the residents to take part in organised activities and one to one support.

4 You will maintain and support the resident’s daily living skills.

5 You will organise on a regular basis, outings for the residents to appropriate venues. You will also liase with other homes and arrange activity visits, organising the transport and catering.

6 You will advertise forthcoming events externally and in the home as appropriate.

7 You will report observations of any changes in the health or mood of the resident to your team.

8 You will identify preferences of resident’s social interaction and offer choices of ‘group’ or ‘one-to-one’ involvement, and work with the residents to identify the social likes and dislikes, which could include entertainment and meaningful activities. 

9 You will maintain individual records of activity participation, and be involved in the development of collating a social history/background record of likes and dislikes about the residents. These can be updated/amended, used and referred to when devising activities.

10 You will be required to attend the Activity Co-ordinator Training Programmes provided by Somerset                     Care’s Activity Adviser.

11 You will be responsible for the safe use and storage of equipment, resources and materials used in activities

12 You will maintain a professional and hygienic appearance.
General

Undertakes any other duties as may be required by the Manager or Supervisor.

Equal Opportunities

Promotes and acts at all times in accordance with the Company’s Equal Opportunities Policy.

Person Specification - Activities Co-ordinator 

	Criteria


	Essential
	Desirable

	Experience


	· Good interpersonal skills

·  Prepared to undertake basic IT training
	· Experience of working in a care setting

· Experience of supporting and encouraging people in their daily activities 

· Experience of caring for a family or friend

	Training


	· Be flexible in order to attend training courses

· Good literacy skills (able to produce and read care plans, and to complete running daily records)


	· Other related qualifications and training

	Flexibility


	· Be flexible in order to attend social events which could involve evenings and weekends

· Available to work during alternate weekends

· Attend staff meetings


	

	Personal Characteristics


	· Enthusiastic and proactive

· Ability to remain calm under pressure

· Caring approach

· Reliability

· Ability to manage your own time, work independently and part of a team

· Honesty and respect for confidentiality

· Clean and tidy appearance

· Ability to communicate clearly (to understand residents and make yourself clearly understood)

· Approachable

· Listening skills

· Sense of humour


	· Dynamic

· Awareness of different methods of communicating i.e. signing, story boards, body language
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