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OTRCH POSITION DESCRIPTION

JOB TITLE:	Activities Coordinator
DEPARTMENT:	Anna Louise Inn
STATUS:	Part-Time; 15-20 hours weekly; primarily 2nd Shift (Evenings)
REPORTS TO:	Program Coordinator
APPROVAL: 	Sean Guilfoile, Program Coordinator

JOB SUMMARY
The Activities Coordinator is responsible for developing and implementing resources and activities for the Anna Louise Inn resident community.  The Activities Coordinator works with residents and staff to develop opportunities and identify, connect, and implement services for the Anna Louise community. S/He will coordinate with community agencies and outside resources to create partnerships and collaborative relationships that promote significant interest for those within the Anna Louise Inn resident community.  

JOB DUTIES
1. Provide leadership for (and attend) activities and special events related to Anna Louise Inn, many of which may occur during non-business (evening) hours. 
2. Develop partnerships with community agencies and outside resources to create opportunities for residents to fully engage with other residents.  
3. Work with residents on group basis to provide activities that may include education, training, employment skills, and create ways to motivate residents to engage in activities both within and outside of ALI.
4. As appropriate, attend staff meetings to promote coordination and communication that leads to positive engagement results for ALI residents.  
5. Perform as a valued member of the OTRCH/ALI team. 
6. Develop and plan activities, outings, and events for ALI residents.
7. Implement programming that will be created, planned, and organized throughout each week.
8. Manage all supplies and materials ordered and needed for all activities.
9. Reserve rooms or space for each event or activity.
10. Ensure promotional materials are developed and distributed in advance of the programs. 
11. Recruit for, assist, and oversee support staff and volunteers working activities and events.
12. Train and oversee staff and volunteers to ensure protocols are followed correctly.
13. Perform other duties as requested. 
 
ADDITIONAL DUTIES
The above statements describe the general nature and level of work being performed in the job.  They are not intended to be a 100% exhaustive list of all duties, and indeed, additional responsibilities may be assigned, as required, by management.

SPECIALIZED KNOWLEDGE AND SKILLS
1. An understanding, appreciation and commitment to the ideology of Housing First programming and subsequent barriers to ALI residents.
2. Strong verbal and written communication skills. 
3. Basic math and analytic skills.
4. Strong organizational skills.
5. Ability to understand and work with diverse populations.
6. Experience with mental health, homeless, and other special needs populations. 
7. Ability to demonstrate clear, professional boundaries.
8. Ability to work in a team environment.
9. Ability to act in a professional manner.
10. Knowledge of community resources. 
11. Ability to lead groups.
12. Ability to inspire and motivate residents and staff around employment and engagement initiatives. 

OTHER JOB QUALIFICATIONS
1. Experience working with homeless and/or low-income population.
2. Experience working with individuals with mental illness and/or disabilities.
3. Valid driver’s license.
4. Access to reliable transportation; some travel will be required.  
5. Passion for working with and assisting residents of ALI.
6. Convey a positive attitude and enthusiasm for the job and what it entails.
7. Excellent communication skills 
8. Ability to exercise good judgment. 
9. Proficient computer and technical application skills.
10. Knowledge of the practices and techniques of event/activity planning for groups.
11. Physically able to perform duties such as standing for long periods, squatting, bending, and lifting objects of “reasonable” weight.
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