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SOUTHEAST ALASKA INDEPENDENT LIVING





Job Title: Ketchikan ORCA Activity Coordinator  

Half Time: up to 20 hours 
Department: ORCA 
 




FLSA Status: Non-Exempt
Reports to: The ORCA Activity Coordinator is co-supervised between the Satellite Program Director and the ORCA Director. 
Location: Ketchikan
Summary of Position: Assist in the development, scheduling, coordination and implementation of therapeutic recreation programs and projects in SAIL’s adaptive Outdoor Recreation and Community Access (ORCA) Program. This position works closely with the ORCA Team Leader to ensure the health and safety of consumers participating in activities such as hiking, fishing, camping and other outdoor recreation pursuits in sometimes remote and challenging environments as well as other community based activities such as swimming, exploring community resources and more.
Responsibilities & Duties:  

· Provide assistance in the day to day management of activities and programs 
· Assist in researching and developing new activities 

· Maintain confidential program records, e.g. participant information forms, evaluation forms, mailing lists and correspondence 

· Research plan and implement a variety of recreational opportunities that address the needs and desires of program consumers 

· Offer quality leadership that results in the safest and most fun activity possible 

· Responsible for working with the ORCA Team Leader in executing safe and quality experiences for the participants

· Responsible for upkeep and management of program equipment 

· Assist with development and coordination of fundraising activities and special events

· Coordinate  disability awareness trainings and outreach activities 
· Assist with building a volunteer base
· Carry out other assignments as required 

Skills & Experience Required: 

· Embraces the Independent Living Philosophy 

· Serves as a role model for consumers of independent living 

· Ability to work independently and as a team

· Ability to work under pressure and meet tight deadlines 

· Expertise with personal computers 

· Child, Infant and Adult First Aid 

· CPR 

Preferable, but not required skills and experience: 
· Knowledge of rural Alaska lifestyle and challenges 

· Knowledge of  Native Alaskan Cultures and traditional values 

· Personal experience with a disability and/or the independent living movement 

Core Competencies: 

· Ability to be flexible 

· Ability to communicate and work well with a variety of individuals 

· Ability to problem solve situations as they arise 

· Ability to work well in a team setting 
· Sense of humor in a variety of situations 
Physical demands: Ability to lift up to 50lbs – accommodations as needed. 
Work environment: SAIL offers a family friendly work environment. All offices are casual. We encourage open and honest communication between team members. The work environment is positive and friendly. 

Possible exposure to inclement weather; Southeast Alaska is located in a temperate rainforest. Rainfall is common at any time of the year. Snowfall can be heavy at times. Summers are marked by up to 18 hours of daylight while winter has as little as 6 hours of daily light. 
NOTES:  This position is eligible for a flexible work schedule. Position will include travel around Alaska and outside of the state at times. Southeast Alaska Independent Living (SAIL) is an at-will employer.
Employee Signature:_______________________________________Date:___________

ORCA Activity Coordinator Job Description 
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_____________________________________________________________________________________

Juneau, AK: 322 Hospital Dr Suite 300, 99801, 1.800.478. SAIL, ph/tty: 907.586.4920, fx: 907.586.4980

Ketchikan, AK: 602 Dock St, Suite 107, 99901, 1.888.452.SAIL, ph/tty: 907.225.4735, fx: 907.225.4753

Sitka, AK: 514 Lake St, Suite C, 99835, ph/tty: 907.747.6859, fx: 907.747.6783
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