ACTIVITY AND VOLUNTEER SUPERVISOR

DEFINITION
Under the general supervision of the Administrator of Badger Prairie Health Care Center. Assesses the psycho-social needs of residents which includes development of skills appropriate to community reintegration and placement; plans programs to meet those needs; implements and evaluates activity programming; supervises staff involved in delivering activities; responsible for administrative direction and professional development of assigned Activity staff; responsible for compliance with department budget; ensures program standards in conformity with federal and state regulations governing nursing homes; develops and directs a system of volunteers to assist in meeting recreational and spiritual needs; is the lead supervisor in maintaining resident transportation vehicles in sound operating order and that the vehicles meet annual state certification.  Monitors all unit calendars, implements appropriate recreation, quality assurance programming, and coordinates facility-wide special events.  Monitors documentation systems ensuring timely and accurate completion of assessments, progress notes, care planning, etc.  Performs related work as directed by the Administrator.

EXAMPLES OF DUTIES

Assesses the holistic needs of the residents and work with multiple teams to plan programs to meet those needs; implements programs and evaluates their efficiency and effectiveness; develops and maintains a network of volunteers to assist in recreational and worship activities; schedules or directs the tasks of volunteers and clergy; monitors and evaluates volunteers' performance; promotes community and institutional awareness of facility volunteer programs; assists activity staff in developing activity care plans for residents; coordinates program planning and evaluation with other members of resident care management team; prepares reports on activities and keeps necessary records; supervises activity staff including developing position descriptions, interviewing candidates for hire, conducting probationary/annual performance evaluations, assigning, delegating and organizing work, scheduling staff, effectively recommending discipline, represent management in adjusting grievances; develops policies and procedures for unit operations; develops and monitors budget for the Activity Therapy Department; meet with the Administrator on a regular basis discussing departmental functioning.  Problem solves operational issues with resident transportation vehicles.  Coordinates monthly resident council meetings and establishes a schedule/staffing for summer resident picnics.  Chairs the Volunteer Coordinator Committee; coordinates involvement of West Wing Artists and acts as a liaison to the group.  Monitors and coordinates the Pet Therapy program.  Perform other duties as assigned.

EMPLOYMENT STANDARDS

Education and Experience:  Bachelor's degree in recreational therapy, vocational rehabilitation, or social work and two years experience in social or activity programming in the last 5 years of which one year is in a resident activity program within a healthcare setting.  A Therapeutic Recreation Specialist certification, OT or COTA certification, or Certified Activity Director is preferred as well as experience in a nursing home or assisted living environment.  Prior supervisory experience is required.

Knowledge, Skills and Abilities:  Knowledge of programs and practices established in a therapeutic milieu; ability to assess daily living activities; ability to design, implement, and evaluate activity programs to meet the psycho-social needs of residents with challenging behaviors with multiple medical problems and multiple diagnosis; knowledge of community and other resources used to enhance programs; ability to promote programs; ability to recruit and train volunteers; ability to budget for 
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program expenditures; ability to keep accurate records and prepare reports as required; ability to supervise and delegate to subordinate staff; ability to develop subordinate staff skill levels; ability to work cooperatively with other treatment team members; familiarity with Chapter 51, Chapter 55, HSS‑132, HSS‑134 and Federal Code 483.15; experience with nursing home survey standards and active treatment concepts; experience in developing and coordinating volunteer programs.

Special Requirements:  A valid Wisconsin class “A” commercial driver's license or within six months of hire.  Final candidates may be subject to a criminal background check, including FBI fingerprinting. 
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