SC, Inc. , A New Mexico Non Profit Corporation 
Senior Living Systems, Inc.  

P.O. Box 7207, Albuquerque, NM 87194
505-865-8813

Title: Activity and Community Resource Coordinator 

Monday-Friday  9-5pm/ some evening and weekend work for special events   

Qualifications: Degree in recreation therapy, music therapy or art therapy preferred, 1 year experience in activity programming, direct service with elderly and disabled or equivalent education/work experience, computer skills required, ability effectively communicate verbally and in writing, ability to work effectively within a team concept.

Hourly Wages:  $10.00 -$12.00  per hour based on experience and education

Job Responsibilities:


Community Outings


Leisure Activities


Volunteer Activities


Community Programs

.

Community Outings

Conduct weekly outings (minimum of 3) based on resident interests


Monitor vehicle safety, maintenance and scheduling


Coordinate transportation systems with care coordinators

Provide transportation to physician appointments and unscheduled appointment as needed


Individualize community outings based on need

Leisure Activities


Assess interests of each resident and develop individual plan for services


Develop quality of life model to improve resident’s day to day activity


Conduct a wide variety of daily activities to meet the needs of residents


Conduct monthly Consumer Satisfaction Circle to ensure quality programming


Utilize volunteers and contracted specialist in activities to supplement the leisure programming schedule


Conduct or organize weekly exercise groups (minimum of 3), mental stimulation activities, music and art programs, gardening program, etc.

Adapt activities to lower functioning residents and ensure daily stimulation to meet resident needs


Assist residents with adaptive devices, technology, resources to enable them to remain active and involved in their own interests


Conduct special events and holiday parties in accordance with resident’s interest


Produce monthly activity calendars for distribution


Produce quarterly newsletter for distribution, coordinate publication with administration


Document services as required

Volunteer Activities


Work with local groups to ensure community involvement at the program


Coordinate all volunteer activity at the program


Screen, train and assign volunteer groups and individuals to specific days and functions


Document volunteer time and programs


Yearly organize recognition program for volunteers

Community Programs


Participate actively in one community service group


Organize and work with community groups on education and learning opportunities for the program


Coordinate with care coordinators on training and resources needed by attendants at the program.  Organize and schedule training programs in coordination with administration

Develop strategies for organizing and scheduling information sessions for resident’s families and attendants

Document all services provided and compile monthly statistical data

Compile yearly report

Attend monthly management meetings

Attend monthly staff meetings as needed

Assist with quarterly trainings as required

Assist with emergencies at the program as required

TB certificate required

Assistance with Medications and First Aid required

Valid Drivers license and driving record must be on file 
This position requires you to:

Transfers and physically assist residents (must be able to lift 50lbs.)

Stand, stoop and be on your feet for long periods of time

Communicate effectively in wilting and verbally

Demonstrate effective problem solving and leadership skills

Remember that job descriptions are guidelines to ensure that specific tasks are completed. Each staff person is responsible to ensure the safety and welfare of the residents, to maintain the cleanliness of the home and to make the lives of our residents peaceful and pleasant

