Job Position/Description

RSA/MHP/QMHP – Activity Director

Purpose of your Job Position:
The primary purpose of your job position is to assist in the planning, developing, organizing, implementing, evaluating, and directing the activity programs in accordance with current existing state standards, as well as our established policies and procedures, to assure that the psychosocial and recreational needs of the consumer are met/ maintained on an individual basis.
Major Duties and Resonsibilities: 
Every effort has been made to identify the essential functions of this position. However, it in no way states or implies that these are the only duties you will be required to perform. The omission of specific statements or duties does not exclude them from the position if the work is similar, related or is an essential function of this position. 
1. Assist in planning, developing, organizing, implementing, evaluating and directing the activity programs of the facility, which includes recreational, diversional, religious, intellectual, service 
2. Meet with consultant, administrative, medical and nursing staff, and other related departments in planning activities.
3. Develop and maintain a good working rapport with other departments within the facility, and outside community health, welfare and social agencies, to assure that activity programs can be properly maintained to meet the needs of the consumers. 
4. Assist in the development, administering and coordinating of development policies and procedures. 
5. Assist staff members with programs and staff development.
6. Keep abreast of current state regulations as well as professional standards.
7. Assist in the development of the department budget and monitor expenditures to stay within that budget; maintain an accurate and complete accounting of all departmental income and expense in keeping with established budget.
8. Assist in the development of and participate in regularly scheduled orientation and in-service training programs.
9. Involve the consumer/consumer representative in planning activities when possible.
10. Arrange transportation for all community field trips.
11. Ensure that all consumers are assessed initially and annually in accordance with state regulations.
12. Supervise and evaluate activity staffs performance annually.
13. Coordinate voluntary activities and special entertainment.
14. Maintain confidentiality of all pertinent consumer care information to assure consumers privacy is protected.
15. Review consumer concerns and make necessary written reports to the Executive Director.
16. Inform the Executive Director of all necessary equipment and supply needs.
17. Assure that there is a monthly planned activity schedule and that it is posted in consumer care areas.
18. Be alert to any changes in consumer condition and report these changes to the nursing department.
19. Responsible for keeping all consumer activity areas clean and orderly.
20. Participate in discharge planning, the development of activity treatment plans and community resources for post discharge.
21. Other duties as deemed necessary and assigned by the Executive Director.
Qualifications:
· Must possess, as a minimum, a high school diploma
· Must complete the Illinois 36 hour Activity Director Course 
· Supervisory experience is preferred

Physical Requirements:
1. Sitting for extended periods of time.
2. Standing for extending periods of time.
3. Walking for extended periods of time.
4. Lifting up to 50 pounds.
5. [bookmark: _GoBack]Occasional squatting, kneeling, reaching above shoulders, repetitive use of hands, including firm grasping and climbing on ladders. 
Work Requirements:
1) Must be able to speak the English language.
2) Must be able to move intermittently throughout the day.
3) Must be able to cope with the mental and emotional stress of the position.
4) Must possess sight/ hearing senses, or use prosthetics that will enable these senses to function adequately so that the requirements of this position can be fully met.
5) Must be able to function independently, have flexibility, personnel integrity and the ability to work effectively with the consumers.
6) Must be in good general health and demonstrate emotional stability.
7) May be required to lift heavy items on occasion.
