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NATURE OF WORK 
Position is responsible for managing, supervising, and operating a City recreation facility, 
providing for its overall safety and routine maintenance, supervising recreation programs including 
youth sports, Summer camps/programs, and training, scheduling, and overseeing staff. 
 
SUPERVISION 
Incumbent works under the general direction of the Recreation Director, incumbent prioritizes 
and performs work in accordance with standard practices and previous training, with substantial 
responsibility and  independence.  Incumbent is expected to solve problems by adapting methods 
or interpreting instructions.  Instructions for new assignments or special projects are given orally 
or in written communication.  Technical and policy problems or changes in procedures are 
discussed with the supervisor.  Work is generally reviewed only for appropriateness of actions or 
decisions, and conformance with policy or other requirements.  
 
Incumbent provides immediate supervision to a staff of fifteen (15) part-time and twenty-five 
(25) seasonal employees.  Incumbent is responsible for the hiring, firing, discipline and 
evaluation of all part-time employees, work-study students, referees, scorekeepers and timers.  
Staff members are located at various recreational facilities.  Workload fluctuates with some 
predictability throughout the year, due to the change of seasons, school vacations, and various 
programs.  Incumbent is required to work outside of normal business hours, on weekends, at 
night and/or on holidays as programs dictate.   
  
 
ESSENTIAL FUNCTIONS 
The essential functions or duties listed below are intended only as illustration of the various types 
of work that may be performed.  The omission of specific statements of duties does not exclude 
them from the position if work is similar, related, or a logical assignment to, or extension of, the 
position. 
 
1. Supervises the operation of a City recreation facility, schedules or performs building and 

equipment maintenance as required; schedules activities for the facility, provides and 
implements appropriate locations, discipline and controls for program activities; responsible 
for opening and/or closing of facility. 

 
2. Supervises recreation activities; plans, organizes and implements a comprehensive and 

diversified recreation programs for youth aged participants, including Summer programming 
and Summer day camps. 

 
3. Referees, teaches and assists, as needed, in youth and adult sport programs, games and 

leisure programs. 
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4. Supervises part time employees and volunteers for the facility and programs; recruits, trains, 
staffs and disciplines employees. 

 
5. Administers payroll and personnel records and information for employees. 
 
6. Oversees and monitors the operation of programs and activities within the confines of 

approved facility and activity budgets; monitors expenses.   
 
7. Collects participant fees and maintains department records related to the recreation facility 

managed. 
 
8. May be responsible for the reservations, activity schedules, and collection of fees for all City 

recreational fields and playing fields; and the maintenance of all related records.  
 
9. Prepares and disperses recreation program announcements and promotional materials for 

public information.  
 
10. Performs other duties as assigned by the supervisor. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 
A candidate for this position should have a working knowledge of budget administration, 
finances, computers, desktop publishing, and facility management; design and implement 
recreation programs, speak to large groups, communicate effectively with adults and children; 
the ability to maintain overall fitness to teach, referee, and participate in a variety of athletic and 
leisure programs; strong oral and written communication skills, marketing skills; and 
demonstrated skills to establish and maintain effective working relationships with customers, 
other personnel, superiors, subordinates, and other offices and agencies. 
 
JOB ENVIRONMENT 
Position responsibilities include planning, staffing and operating recreation programs while 
working mostly autonomously.  Numerous standardized practices, procedures, or general 
instructions govern the work and in some cases, may require additional interpretation.  Judgment 
is needed to locate, select and apply the most pertinent practice, procedure, regulation or 
guideline.  The sequence of work and/or the procedures followed vary according to the program 
or situation. 
 
Errors can result in personal injury/loss, delay/loss of service, monetary loss, injury to others, 
damage to buildings and equipment.  Programs need to be designed and supervised properly and 
equipment must be well maintained to avoid problems.  
 
The position has constant contact with program participants, parents, youth groups, City 
departments, area recreation departments, local media, and the public.  The purpose for contacts 
is to provide services and plan programs.  Contact occurs through general questions, emails, 
telephone calls, and in person 
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ENVIRONMENT, WORKING CONDITIONS, PHYSICAL AND MENTAL EFFORT 
The incumbent works in a moderately noisy recreation facility, and is required to stand and talk, 
listen/hear more than 2/3rd of the time; walk up to 2/3rd of the time; jog or run, sit, use hands, climb 
or balance, stoop, kneel, crouch or crawl, and reach with arms and hands up to 1/3rd of the time.  
The incumbent occasionally lifts up to or over 100 pounds.  The incumbent is exposed to outdoor 
weather condition up to 2/3rd of the time and works near moving mechanical parts up to 1/3rd of 
the time.  The nature of the position may involve exposure to injuries, stressful situations, and/or 
angry or hostile people.  Equipment operated includes light trucks; automobile, medical 
equipment, power tools, hand tools, office machines, computers, passenger vans, pitching 
machines, and other sports related equipment.  Normal vision is required for position. 
 
MINIMUM REQUIRED QUALIFICATIONS 
A candidate for this position should have a Bachelors degree in Recreation and/or three (3) years 
of recreation or sports administrative experience, including supervising employees, organizing 
and implementing programs, administering budgets, and facility management.  A candidate 
should be certified in CPR and first aid, and have a valid drivers license. 
 
 

 


