
Our innovative and growing company is searching for experienced candidates for
the position of activities coordinator. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for activities coordinator

Orders and maintains activity supplies for unit
Understands and adheres to patient confidentiality and patient rights
Conducts group therapy in a professional manner
You will provide information to students about events, activities and travel
You will invest time with students and make them integrate into the school
and into local lifestyle
You will also invest time with the activities team and make them integrate into
the school and with guests
You will assist in the Basic administration / finance /booking of suppliers and
liasing with suppliers
You will also organize and run in-school events to promote a fun and
welcoming atmosphere in the school and ensure that every customer makes
the most out of their free time both here in school and out in their localities
Planning and executing a variety of student activities on a daily basis
appealing to many different demographics (our students are ages 16-85,
study 2-52 weeks and hail from 25+ countries)
Welcoming new customers every Monday morning during weekly student
orientation sessions, explaining activity options and sign up process, leading
a walking tour to acquaint customers to the area

Qualifications for activities coordinator

Example of Activities Coordinator Job Description
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Two(2) years recent experience in a social or recreational patient activities
program in a health care setting, or completed a state approved training
course for Activities Director
Excellent organisational and planning skills – always has a plan B and always
fore thinks before events happen
1 year experience in a recreational activities role a plus
Organizing large, school-wide events and parties along with regular WOW
moments – special treats for students such as free giveaways, contests,
theme weeks
Owning the department budget and performing profit/loss calculations on all
activities to ensure high profitability


