	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Community Activity Coordinator 
	Division:  Family Support

	Supervised by: Director of  Family Resource Center
	Supervises:  Family Resource Center and Recreation Program per diem staff and volunteers

	Description/Responsibility: The Community Activity Coordinator as a member of both the Family Resource Center and Recreation Department,  and is responsible for the implementation and management of community-based programs and events; overseeing per diem staff and volunteers, the effective development and implementation of program curriculums and special events

	Duties: 
1. Aids in the development and delivery of community based social and educational programs, events and workshops.

2. Leads the implementation and management of community programs, outings, events and workshops.

3. Assists in the coordination and supervision of per diem staff and volunteers during the delivery of programs, events and workshops.

4. Is accountable for handling financial transactions, accounting of receipts and appropriate documentation of payments.
5. Assists per diem staff and volunteers in program documentation as needed. 
6. Assists the Family Resource Center Director and Recreation Director to ensure that the needs of participants are being met. 

7. Assists the Family Resource Center Director and Recreation Director in the development and modification of program curriculum to ensure individual access.

8. Ensures that the program environment is prepared, orderly and safe, prior to the arrival of participants.

9. Maintains close contact with Family Resource Center Director and Recreation Director regarding incidents, their documentation and is accountable for the submission of mandated reporting.

10. Attends periodic supervision and meetings with the Family Resource Center Director and Recreation Director regarding the development and implementation of programming and job performance. 

11. Works to account for attendance and program payment for each attendee at each session s/he manages. 

12. Aids with communications with participants, families, and support staff as well as with external organizations and agencies. 

13. Maintains close contact with participants, families and support staff to ensure satisfaction with programming and staff relations. 

14. Writes periodic communications to ensure current announcements and opportunities are available. 

15. Assists in setting up periodic meetings with families, organizations and agencies for informational meetings.

16. Has current first aide and CPR certifications.

17. Any other duties that, from time to time, as may be required. 

18. Safety:

· Maintains a safe work environment as determined by NE-Arc Policies.

· Follows Universal Precautions at all times. 

· Wear personal protective equipment (i.e. gloves, masks, eyewear, etc.) as necessary. 

	Works Closely With: Family Support Director, Director of Recreation, Director of Volunteer Services, staff and volunteers.

	Requirements:  First aide and CPR certifications. Bi-lingual  Required Proficient in Microsoft, Word, Excel, Access, Power Point, Publisher.  

	UFR job classification:  
	Overtime status:  Non-Exempt

	Approved by:
	Date: 04/11


