CITY OF SHORELINE

RECREATION COORDINATOR
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
To supervise, assign, review and participate in the work of staff responsible for developing and implementing recreation programs for the City in the areas of community events, specialized recreation, athletics, youth programs, aquatic programs, general programs and field/facility usage; to prepare promotional materials to promote recreation programs, events and activities; and to perform the more technical and complex tasks relative to assigned area of responsi​bility.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Assistant Director of Parks, Recreation and Cultural Services.

Exercises direct supervision over recreational staff including extra help and volunteers

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS Essential and other important responsibilities and duties may include, but are not limited to, the following:
Essential Functions:
1.
Plan, prioritize, assign, supervise, review and participate in the work of staff responsible for developing recreation programs for all ages and ability levels in the areas of community events, specialized recreation, athletics, youth programs, aquatic programs, general programs and field/facility usage.

2.
Establish schedules and methods for providing recreation coordination services; identify resource needs; review needs with appropriate manage​ment staff; allocate resources accordingly.

3.
Monitor program performance; recommend and implement modifications to systems and procedures.

4.
Participate in the development of policies and procedures; monitor work activities to ensure compliance with established policies and procedures; make recommendations for changes and improvements to existing standards and procedures.

5.
Recommend and assist in the implementation of goals and objectives; implement approved policies and procedures.

6.
Promote and coordinate recreation program events, classes and activi​ties; prepare program event and facility marketing material including news releases, flyers, schedules of events, pamphlets and brochures. 

7.
Evaluate community needs and interests; recommend and develop new recreation programs to meet community needs.

8.
Work closely with the school district to secure space for classes and activities.

9.
Coordinate swimming lessons and related activities at the indoor aquatic facility; ensure proper hiring and training of life guards and instructors.

10.
Coordinate the maintenance of recreation facilities including the indoor aquatic facility.

11.
Monitor the use of recreation facilities by user groups; enforce established rules for facility use and participant conduct.

12.
Solicit the contribution of funds, materials, equipment and prizes for recreation programs and special events.

13.
Participate in setting up and taking down of equipment for recreation programs and special events.

14.
Research, requisition, purchase and issue equipment and supplies to recreation personnel and participants.

15.
Participate in the selection of recreation staff; provide or coordinate staff training; work with employees to correct deficiencies; implement discipline proce​dures.

16.
Participate in the preparation and administration of the Recreation Division budget; submit budget recommendations; monitor expenditures and income.

17.
Maintain records and develop reports concerning new or ongoing programs and program effectiveness; maintain a variety of recreation program records; maintain and file recreation program proposals and financial reports; prepare program analysis reports as required.

18.
Monitor program and facility compliance with applicable laws, rules and regulations related to provision of recreation programs and related services.

Marginal Functions:
1.
Respond to public inquiries in a courteous manner; provide information within the area of assignment; resolve complaints in an efficient and timely manner.

2.
Coordinate the work of volunteers in specific program areas.

3.
Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:
Operations, services and activities of a comprehensive city recreation program.

Recreation philosophy, planning and administration.

Principles and practices of recreation program development.

Methods and techniques of recreation program administration and promotion.

Recreation facilities applicable to assigned area, including daily operations and equipment.

Methods and techniques of planning, organizing and coordinating recreation programs.

Principles of supervision, training and performance evaluation.

Basic procedures, methods and techniques of budget preparation and control.

Marketing theories, principles and practices and their application to recreation programs.

Rules, practices, techniques and equipment used in a wide range of recreation activities.

Principles and practices of recreation program development and implementation.

Principles and procedures of record keeping.

Modern office procedures, methods and equipment including computers.

Pertinent Federal, State and local laws, codes and regulations including handling hazardous materials.

Ability to:
Develop, coordinate and direct varied activities involved in a community recreation program.

Recommend and implement goals and objectives for providing recreation program services.

Elicit community and organizational support for recreation programs.

Plan, schedule and implement recreation programs.

Interpret and explain City policies and procedures.

Prepare and administer recreation program budgets.

Allocate limited resources in a cost effective manner.

Work flexible hours including evenings and weekends.

Prepare clear and concise reports.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work 

Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:

Three years of recreation experience including one year of administra​tive or lead supervisory responsibility.


Training:

Equivalent to a bachelor's degree from an accredited college or university with major course work in recreation, physical education, public administration or a related field.


License or Certificate:

Possession of, or ability to obtain, a valid Washington State Driver's License.


Possession of a current CPR/first aid certificate.


Possession of a valid blood borne pathogen training certificate. 

Note:  When assigned to the aquatic facility, the following additional, current certificates are required:  life saving, water safety instructor, pool operator.

WORKING CONDITIONS
Environmental Conditions:

Office and recreational facility environment; may travel from site to site; exposure to computer screens; potentially hazardous chemicals; may work in or with water; may work on slippery or uneven surfaces.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time, and for performing pool rescues; moderate or light lifting and carrying; operating motorized vehicles; may operate pool equipment; near visual acuity for preparing reports using a computer.

PRIVATE 
Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.

PRIVATE 
Signature

Date

