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Position Title: Life Enhancement Manager
Manager’s Position: Administrator

	Result Statement

	This position is accountable for producing the following result: 
To help acquire and retain long-term, quality residents by planning and providing activities that enhances their life. All residents will be offered educational, physical, mental, and spiritual opportunities appropriate to age, and health conditions. Will coordinate the activities in all areas to see that they meet the Company Strategic Objective.




	Reporting Position(s)

	These positions report directly to me and are accountable for producing the indicated result(s):

	Position: Life Enhancement Coordinator
Result:  Working under the direction of the manager the coordinator will provide activities and volunteers, for their assigned areas. These activities will be appropriate for the health and mental conditions and provide educational, physical, mental and spiritual experiences for residents
	Position: 
Result: 

	Position: 
Result:  
	Position: 
Result: 

	Position: 
Result: 
	Position:
Result:



Managerial Position Contract for:      
Position Title:  Life Enhancement Manager
	Work Listing

	Strategic Work

	1. Using E-Myth principles and systems, lead the community in business attention through all three phases of development.
2. Participate in Key Strategic Indicator Reviews.
3. Become an E-Myth Mentor.
4. Update Position Agreements.
5. Engage in regular Employee Development Meetings with employees to evaluate the performance of employees.
6. Provide staff with information, advice and support related to their functions.
7. Hire direct reports as necessary. 
8. Train direct reports including state mandated laws, rules and regulations.
9. Orient direct reports to community, Residents, Policies and procedures, Safety plans and Fire Drills. 
10. Orient direct reports on Position Agreements and new hire paperwork.
11. Prepare all direct report work schedules to ensure appropriate coverage throughout the week.
12. Set standards with personal performance, grooming, language, and discipline. 
13. Take the lead in coordinating with volunteers, religious leaders, and other outside groups. 
14. Provide discipline and corrective training within the Life Enhancement department as necessary. 
15. Inform direct reports of changes in responsibilities. 
16. Coordinate with Dietary department on activities requiring food. 
17. Keep the managers informed in daily management meetings of the day’s activities and of any needs from departments. 
18. Prepare the monthly newsletter in accordance with RLG guidelines and the needs of the residents.
19. Determine goals, budget, and assignments for each month. 
20. Know budget and plan activities accordingly. 
21. Communicate activities with residents to their understanding.
22. Plan and implement each activity with team - giving assignments for each coordinator. 
23. Plan activities that meet criteria of RLG and needs of residents. Follow assessments to make sure that you are meeting the needs of as many residents as possible. 
24. Evaluate activity successes and make decisions about the continuation of each program. 
25. Conduct interest surveys with new residents. Where possible get input from family members. 
26. Support all direct reports. Obtain supplies when needed for all departments. 
27. Celebrate birthdays and special events with all residents. 
28. Display daily calendar and keep it updated. Include activity pictures and birthday. announcements. 
29. Choose places to visit that have points of interest or just for fun. - Research the ride and have a good knowledge to share. Take time for residents to comment also. 
30. Encourage family participation in all activities especially Holiday Celebrations 
31. Keep an open communication with family as to the activity of residents - meet family expectations when possible. 
32. Attend stand-up meeting. 
33. Attend all Resident Orientation Meetings. 
34. Attend Staff Meeting. 





	Work Listing

	Tactical Work

	1. Write article for newsletter.
2. Handle resident problems and complaints that escalate from direct reports.
3. Take primary responsibility for driving but trips. 
4. Asses each resident’s needs updated yearly as to interests and talents that can be shared with the community. 
5. Monitoring any change of condition - notify care managers - and coordinating with staff in monthly meetings.
6. Know your residents, build a relationship of trust and love with each one of them. 
7. Write and produce the newsletter following guidelines given by RLG. The newsletter should be ready for distribution by the last day of the month. 
8. Decorate bulletin boards with monthly theme, pictures, announcements, etc. 
9. Complete Budget Buy-down with receipts and copies of check register. 
10. Do everything possible to see that all residents are well informed about activities and gather those that need encouragement. 
11. Know emergency procedures and follow them during all drill. 
12. Keep area clean and free of clutter. 
13. Follow State mandated guidelines for all programs. 
14. Great performers -- welcome and introduce to residents -- Be positive--Be kind --Be thankful for each one. 
15. Keep maintenance log on bus. Get oil changes follow all pre-trip guidelines, registration and inspections. 
16. Assist with marketing referral events in house as requested.





Managerial Position Contract for: 
Position Title: Life Enhancement Manager
	Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	Position Specific

	1. Maintain a valid Food Handler’s Permit, First Aid and CPR certificates. 
2. High School Education.
3. Key Strategic Indicator Reviews occur quarterly. Department managers are to work on issues between reviews.
4. Employee Development Meetings are to be held at least bi-weekly in accordance with company policies.
5. Remember the dignity of our residents is #1. 
6. Encourage residents to respond and make volunteers feel welcome. 
7. Stay positive and residents will be positive. 
8. Bus trips per week: 1) Grocery Store, 2) Department Stores 3) banks 4) Educational or fun touring bus rides. 
9. State regulations are contained in R432-270-18.
10. Activities should occur throughout the day and evening and on both weekdays and weekends and outlined in the Strategic Objective.
11. Grooming, and language standards are found in the Employee Handbook.
12. Volunteer opportunities are found in the Volunteer Ideas Book. This resource should be used when seeking or scheduling volunteers.
13. If food is required for an activity, give the Dietary Manager one week notice to order and gather necessary food supplies.
14. Stand-up meetings occur each weekday morning.
15. Staff meetings occur monthly as scheduled by the Administrator.
16. Budget guidelines come from Retirement Living Group, and are set at 25¢ per resident per day as of this writing, but may change without notice here.
17. Activities are communicated on monthly calendars, on the digital photo frames, and verbally at meals.
18. Verbal activity announcements are made using the microphone and speaker system in the dining area.
19. Activity interest surveys are conducted with residents within one week of move, then updated annually to ensure continued meeting of resident desires.
20. Bus trips require a driver with a CDL Class C licensing.
21. Budget Buy-down should be maintained throughout the month and submitted to the bookkeeper by the 29th or in accordance with the established system.
22. Announce each activity at least 15 minutes before it begins. 
23. Bus oil changes should occur in accordance with established schedule or every 3,000 miles in the absence of a schedule.



	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.
2. All routine work systems will be documented in an operations manual.  The information included in eh operations manual is proprietary.
3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.
4. Client and company information will be held as strictly confidential outside the company.
5. Client health information will be held as strictly confidential.
6. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.
7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.
8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).
9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.
10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.
11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.
12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.
13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies and standards.
14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.
15. Employees will have regularly scheduled meetings with their managers.
16. Employees will be honest was they deal with everyone they come in contact with at work.
17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.
18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.
19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.
20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 
21. All emails will contain a RLG approved signature.



Managerial Position Contract for:      
Position Title: 
	Signatures

	
Statement of the Position Holder: 
I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position contract. 

[bookmark: Text2]     						     
Date						Signature

						     
						Printed/Typed Name

Statement of the Position Holder’s Manager:
I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, and standards) to be accomplished.

     						     
Date						Signature

						     
						Printed/Typed Name
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