EOTHEN HOMES LIMITED
JOB DESCRIPTION
ROLE TITLE
Activity Co-ordinator

REPORTING DIRECTLY TO:
Home Manager 

JOB SUMMARY
To provide a well organised and wide range of activities in the home, which include regular outings and entertainment.

Ensure activities made available are flexible and varied to suit the residents’ expectations, preferences and capabilities.

To ensure there is a balance between religious and other activities within the home and the residents are able to exercise their choice.

RESPONSIBILITIES AND DUTIES

	 1)
	To respect and promote the charities ethos & values.

	
	

	 2)
	Responsible for organising daily/weekly activities in the home, which should include an outing and/or entertainment at least once per month.

	
	

	 3)
	To devise a weekly activity programme in advance ensuring special events are included with a variety of activities reflecting the individual interests of the residents and approved by the Home Manager.

	
	

	 4)
	Ensure weekly activity programme is communicated to staff, displayed on notice boards and visible to resident, staff and families.

	
	

	 5)
	To organise, lead and participate in daily activities.

	
	

	 6)
	Responsible for setting up and clearing away of equipment.

	
	

	 7)
	Responsible for equipment being accessible when not on duty and in good working order.

	
	

	 8)
	Wallsend only – liaise with House Leaders to ensure the houses are themed for the day

	
	

	 9)
	To meet with the Home Manager monthly to discuss progress or problem areas.

	
	

	10)
	Plan outings and entertainment with the Senior Activities Co-ordinator six months in advance.

	
	

	11)
	To develop a good rapport and relationship with the residents, staff and relatives and a knowledge of their capabilities, preferences, and an understanding of residents likes and interests.

	
	

	12)
	Assist residents in pursuing interests in the community and with their friends and family, places of worship and visits from clergy.

	
	

	13)
	Provide a written report weekly on activities held, residents who attended and any other comments.

	
	

	14)
	Be pro-active and enthusiastic with both residents and staff.

	
	

	15)
	To be positive, pleasant and approachable.

	
	

	16)
	To uphold the key principles of residents’ rights, citizenship, independency, choice, privacy, fulfilment and dignity.

	
	

	17)
	To have basic knowledge of the home’s policies and procedures.

	
	

	18)
	To maintain confidentiality and discretion when communicating with others.

	
	

	19)
	To respect residents’ values and beliefs.

	
	

	20)
	To work alongside volunteers, understanding their role and developing good relationships.

	
	

	21)
	To undertake any appropriate training, as determined by the Home Manager.


ADDITIONAL DUTIES

It is in the nature of the work of Eothen that tasks and responsibilities are in many circumstances unpredictable and varied. All staff are therefore expected to be flexible in their approach and attitude and may be required to undertake work which may not be specifically covered in this job description. These additional duties will normally be compatible with regular responsibilities and duties. If the additional responsibility or duty becomes a regular or frequent part of the staff member’s job, it could be included in the job description following consultation with the member of staff.

ESSENTIAL QUALIFICATIONS AND EXPERIENCE
Activity co-ordinator, occupational therapist or other such qualification or experience 
is desirable.

PERSONAL ATTRIBUTES

Enthusiastic, pro-active, organised, patient and cheerful person with a genuine interest 
in working with the elderly. Must be totally reliable and honest and able to work without direct supervision.
Accepted and agreed by Employee

Signed ……………………………………………………            Date ………………..
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