
JOB DESCRIPTION

	Job Title:

Lifestyle Coordinator
	FLSA: 

	Department:

Forest Creek & Meadows Apartments Activities
	Job Code:  

	Reports To:
            Assistant Apartment Manager
	Date:  December 2013

	Approved:
 Vice President for Human Resources 
	Date:  

	Human Resources Approval:

	Date:


Job Summary:
Hours:

37.5 hours per week, some evenings, a minimum of 3 weekend days per month and some holidays
The Lifestyle Coordinator responsible for providing recreation and social stimulation to the tenants in the Forest Creek and Meadows Apartments.  Duties are carried out in accordance with general work instructions and established practices, policies and procedures; however, the Coordinator must make independent decisions at times concerning individual needs for quality of life.  
Nature and Scope:

Work is performed under the general supervision of the Assistant Apartment Manager.  The Coordinator  has interactions with Home Care Agencies, Environmental Services, Dining Services, Volunteer Services and Sales and Marketing Departments.  The Coordinator will interact with Tenants, Family Members,  and Visitors on a regular basis and has access to very confidential information as necessary to perform job duties.  Utmost confidentiality, and positive and effective interpersonal/communication skills are required and a high priority in this position.
In the performance of your duties as an employee of Weinberg Campus, you are expected to respect the right to privacy and security of Protected Health Information (PHI) or Electronic Protected Health Information (EPHI) of individuals receiving services and their families. 
This job description and the following list of duties does not imply that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job related instructions and to perform any other job related duties as requested by their supervisor(s), or person(s) of equal position.

Major Tasks, Duties and Responsibilities:
· Responsible for all duties that are assigned to the Assistant Lifestyle Coordinator during his/her absence.

· Responsible for cab/van reservations for doctor appointment/s.  

· Plans, coordinates, implements and evaluates 7 day-a-week recreational and informal programs for Forest Creek and Meadows.

· Program planning includes ordering of food, invitations (if required), setup, request of volunteers and thank you notes. Ensure that upon program completion set up of room goes back to original design.

· Responsible for supervisory of potential interns for Forest Creek and Meadows.

· Responsible for using the computer to prepare the calendar of events, monthly newsletter and any correspondence that is needed to notify the tenants and family members.

· Maintains Bulletin boards in both buildings to include the monthly calendar, special notifications and sign up sheets.
· Participates in monthly tenant meetings.
· Adheres to budget for both Meadows and Forest Creek and maintains record of expenses.

· Performs/completes audits to ensure quality of programming.
· Provide individual attention and social stimulation as needed/requested for tenants.

· Attend annual mandatory in-services as directed by supervisor/s.

· Attend and contribute to regularly scheduled department meetings.

· Meet new tenants and assist with acclimating them to their new home.

· Escort tenants on various off campus and across campus programs.

Job Requirements:  (all essential functions)

Note:
Occasionally = if the activity is required 1 - 33% of the time


Frequently = if the activity is required 34 - 66% of the time


Constantly = if the activity is required greater than 66% of the time

Able to maneuver constantly throughout the apartments, common areas and around the campus.
Able to communicate and interact positively with a variety of individuals from various socio-cultural and economic backgrounds on a constant basis.

Able to respond to individuals’ spoken needs constantly.
Able to respond to non-verbal needs frequently.
Able to read and understand/interpret a variety of correspondence, written materials, data, policies and procedures frequently.
Able to push tenants in wheelchairs when needed to and from scheduled programs.
Frequently twists, stoops, bends, squats, kneels, crawls, reaches above at or below shoulder level.

Occasionally lifts and carries equipment and supplies over 25 lbs. with assistive device such as a cart.

Must be able to stand constantly.
Able to open/close vertical or lateral filing cabinets, desk drawers, etc. on an occasional basis.
Able to safely and frequently use household equipment such as oven, microwave, blender, knives and vacuum cleaner.
Able to concentrate on detailed and complicated matters on a constant basis with occasional interruptions; attention to detail is critical in this position.

Able to comprehend oral instructions and remember the same in detail on a constant basis.

Able to proofread typed material for contextual, grammatical, typographical or spelling errors on a frequent basis.
Able to cope with and work in a fast paced (frequent) and sometimes high stress (occasional) work environment.
MINIMUM QUALIFICATIONS
Educational Requirements:  
High School diploma or GED required.      
Experience:
At least two years of experience in a primarily geriatric recreation setting or program preferred.    .

Working Conditions/Environment:  
Normal work environment which is usually climate controlled at an average of 72 degrees (F) and well lit.  
Will be exposed to various weather conditions while traveling/transporting between campus buildings.

Will be required to spend a good portion of the day outside during the summer months.

Allergy Alert: Will be exposed to various food products, plants, animals and flowers daily.

