
Richland County  

Position Description  

Position Title: Activity Aide     Department:  PV Activities 

Reports to: Activity Director     Pay Grade: 7 

Date: 04/26/2026      Hours per week: 40 

 

Purpose of Position 

The primary purpose of this position is to participate in planning and providing meaningful 

leisure and diversional activities for Pine Valley Community Village residents. Provides high 

quality individual and group activities utilizing a person-centered approach. 

Essential Duties and Responsibilities 

The following duties are normal for this position. These are not to be construed as exclusive or 

all-inclusive. Other duties may be required and assigned. 

• Conducts leisure and diversional activities for residents such as parties, crafts, craft 

sales, exercise programs, cooking groups, bingo, sing-a-longs, games, etc.  

• Participates in planning and organizing activities. 

• Transports and arranges transportation to activities off-site. Coordinates van usage with 

nursing department. 

• Reads to resident and provides sensory stimulation and social visits to residents. 

• Maintains activity records including residents’ progress notes and prepares 

assessments.  

• Maintaining and developing resident gardens. 

• Taking pictures for marketing. 

• Maintains and posts activity schedules and calendars. 

• Assists residents with activities. Sets up activity materials and equipment. Collects and 

stores equipment. 

• Assists volunteers in conducting activities. 

• Distributes and collects library books. 

• Transports residents to and from activity room. 

• Enters resident information into MDS program regarding specific activity events. 

• Bakes birthday cakes, blows up balloons and makes signs. 

• Plans grocery shopping list for cooking group. 

• Schedules community groups for activities. 

• Maintains outdoor bird feeders, feeds fish, indoor birds and cats and waters plants.  

• Purchases groceries and craft supplies. 

• Sorts magazines and activity materials. 

• Participates in committees, trainings, and meetings. 

• Performs other duties as assigned or apparent. 
 



 
 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
High school diploma or equivalent. Ability to acquire CPR certification within six months of hire. 
Valid Driver’s License required. 
 
Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Language Ability and Interpersonal Communications 
 

• Ability to communicate effectively, orally and in writing, and have strong positive 
customer service skills. 

• Ability to establish and maintain effective working relationships with others. 
 
Skills, Knowledge, and Abilities 
 

• Knowledge of recreational techniques and practices with experience working with crafts 
and diverse clients. 

• Knowledge of Microsoft Word, Excel, Access, and Outlook software.  

• Ability to perform van transportation for residents during activity events. 

• Ability to understand and interpret a wide variety of data and information such as 
regulations, schedules, patient records, progress notes, attendance reports, facility 
policies and procedures, activity planning handbook and general instruction manuals. 

• Ability to work under limited supervision with general autonomy in determining how 
objectives are achieved. 

• Ability to perform fairly standard tasks using basic analytical ability. 
 
Physical Requirements 
 

• Ability to exert moderate physical effort in sedentary to light work, involving stooping, 
kneeling, and crouching. Ability to lift, carry, push, and pull up to 50 pounds. 

• Ability to bend, lift and secure residents in van for transportation safety. 
 
Working Conditions 
 

• Work is performed in an indoor setting as well as offsite at other locations and events.  

• Work is primarily light duty with the ability to lift, carry or push up to 50 pounds.  

• This position may be occasionally exposed to mental effort and stress as well as angry 
or confused persons.  

 
Special Requirement 
 

As a post-offer pre-employment condition, a criminal background check must be completed and 
passed. Richland County may disqualify an applicant if the position's responsibilities are 
substantially related to the applicant's criminal history. Wisconsin's Fair Employment Law, 
s.111.31-111.395, Wis. Stats., prohibits discrimination because of an arrest or conviction record. 
Management reserves the right to make employment contingent upon the successful completion 
of the background check. The cost of the background check will be covered by Richland 
County. 



 
Richland County is an Equal Opportunity Employer. In compliance with the Americans with 
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with 
disabilities and encourage both prospective and current employees to discuss potential 
accommodations with the employer. 
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