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7 Job Description
Job Title: Recreation Coordinator Category: Staff
Department: Recreation Prepared Date: June 2019
Reports To: Rec. Manager/Supervisor Approved By:  Board of Directors
FLSA Status: Non-Exempt Approved Date: July 3, 2019

SUMMARY: To supervise, assign and review the work of staff responsible for various programs; to oversee
and participate in all work activities; and to perform a variety of technical tasks relative to assigned area of
responsibility.

ESSENTIAL DUTIES AND RESPONSIBILITIES: Includes the following, with a focus of Quality Customer
Service being primary for all positions. Performs related duties as assigned.

Implement and maintain ongoing training programs to enhance individual development in service,
program knowledge, interpersonal and technical skills.

Direct, coordinate and review the work plan for assigned programs; meet with staff to identify and
resolve problems; assign work activities and projects; monitor workflow; review work products, methods
and procedures; assist other staff in a variety of special events or special projects.

Participate in the selection of program staff and volunteers; provide or coordinate staff training; work
with employees to correct deficiencies; implement discipline procedures.

Plan, prioritize, assign, supervise and review the work of assigned staff responsible for providing
recreation programs; provide responsible staff assistance to the division supervisor; prepare and
present staff reports and other necessary correspondence.

Initiate, direct, coordinate and supervise a variety of recreational programs and activities.
Successfully and accurately learn and use District online registration system.

Accurately check biweekly timecards for assigned staff and submit to supervisor.

Plan, coordinate and conduct staff trainings and in-services to a team of 25-50 recreation staff
members in coordination with direct supervisor.

Prepare and review weekly employee schedules using online scheduling system.

Assist direct supervisor with the management and overall operation of assigned program and/or
center, staff, and daily activities.

Procure equipment and supplies as required for assigned program; coordinate with management
and other public and private agencies in procuring materials and equipment for program use.
Recommend and assist in the implementation of goals and objectives; implement approved policies
and procedures.

Serve as an information resource to other divisions, departments outside agencies, and the general
public.

Identify opportunities for improving service delivery methods and procedures; review with appropriate
management staff; implement improvements.

Serve as liaison between Pleasant Valley Recreation and Park District and Community Service Groups;
negotiate and resolve significant and controversial issues.

Plan and coordinate marketing efforts; make presentations to professional groups, and social and
community organizations; assist in design of brochures, flyers, bulletin boards and other publicity
releases; attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of recreation and parks.

Participate in the preparation and administration of the recreation division budget: submit budget
recommendations; monitor expenditures.

Maintain records and prepare evaluation reports on new or ongoing programs; document the number of
registrations and fees collected; maintain and file accident reports; prepare statistical reports as
required.

Coordinate various recreation programs; develop event schedules and supply appropriate staffing
levels; attend scheduled events and assess program fulfillment of community needs.
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¢ Plan, organize and supervise a variety of age-specific recreation activities and special events; solicit
sponsorships for various special events; follow-up with potential supporters as appropriate.

¢ Coordinate co-sponsorships with commercial businesses and non-profit agencies to provide financial
support in offering a wide variety of special events.

e Assist with surveying and educating the community on recreation programs.

e May require some Holiday, evening, and/or weekend work assignments.

QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

» Thorough to comprehensive knowledge of: operations, services and activities of parks and recreation
programs; principles and practices of recreation program development and administration; marketing
theories, principles and practices as related to recreation services; principles of budget preparation and
control; procurement practices; principles of supervision, training, and performance evaluation.

» Thorough to comprehensive ability to: read, analyze, and interpret documents in area of expertise,
technical procedures, or government regulations; write reports, correspondence and procedure
manuals; communicate effectively in written and oral form; present information and respond to
questions.

EDUCATION and/or EXPERIENCE: Bachelor's Degree with emphasis in Recreation or a closely related field;
two years (2) in public group recreational activity leadership experience including supervisory, public relations,
marketing skills. Knowledge of principles and techniques pertaining to the specialized program activities and
program marketing and evaluation methods; or an equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS: Position requires average amount of driving, therefore, must
have daily access to a vehicle, and possess a valid California driver’s license, and maintain appropriate
insurance on vehicle used in the course of business duties. Position may involve driving to events as a
representative of the District. CPR and First Aid Certification required no later than six (6) months after
employment. Successful completion of tuberculosis, drug and alcohol screening and criminal justice fingerprint
clearance/background check required.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand; sit; twist, and use hands to
finger, handle, or feel. The employee is frequently required to walk; reach with hands and arms; climb or
balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must frequently lift and/or move up to
10 pounds, frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 75 pounds.
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision,
depth perception, and ability to adjust focus.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions. While performing the duties of
this job, the employee is occasionally exposed to risk of electrical shock. The noise level in the work
environment is usually loud.
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