Jefferson County Parks & Recreation

Job Description RECREATION COORDINATOR
POSITION REQUIREMENTS:  
JCPRC is seeking a Recreation Coordinator to join our staff.  If you are creative and energetic and have a passion for recreation, then this could be the position you’ve been looking for. Careful planning and the ability to anticipate issues are qualities we particularly value. People with a positive mindset and proactive work-style are just what our customers expect. Reporting to the assistant director, top priorities for this position will include implementing a variety of programs, activities, classes and special events to serve all segments of a diverse population. Identify trends and assure programs continue to meet citizen expectations and needs, develop marketing materials, provide general supervision of facility participants, manage customer concerns, and assist with light facility maintenance tasks. 

Must be able to communicate effectively with co-workers, staff, other departments and the public; must be available to work a flex schedule which will include early mornings, days, evenings and weekends.  
This is a full-time salaried position with a salary range of $30,250-$33,500. Benefits include health insurance, retirement, annual leave, sick leave, and paid holidays.  
POSITION SKILLS

· Responsible to the Assistant Director of Parks & Recreation and works to

plan, develop and coordinate recreation programs, leagues, special events, and other activities.

· Responsible for planning comprehensive programs to include a variety of activities and

events for various ages and special-interest groups, including the formation of leagues teen dances and for helping with summer camp programming and coordinating summer  

day camps.
· Responsible for arranging schedules and securing facilities for activities and programs,

including securing school facilities through permits, maintaining schedules of school gymnasiums and working with other staff to alleviate errors in personnel coverage for the Jefferson County Community Center.

· Responsible for recruitment, training and recommendation of seasonal staff and/or volunteers for programs.

· Responsible for submitting payroll hours, to the Asst. Director, for all program employees and league officials.
· Responsible for submitting a program report to include income and expenses and responsible for reviewing the finances of programs with the Director at the conclusion of the program or league.
· Responsible for maintaining a positive relationship with all professional, preschool and
            program staff.
· Responsible for serving as liaison when necessary to help coordinate activities with    

            various groups, organizations, and volunteer support groups outside of Parks & Rec, i.e,    

            County Commission, United Way, Chamber of Commerce, Leagues, etc.

· Responsible for maintaining files for each program/league coordinated – correspondence,

            phone lists, supplies, materials or equipment needs, finances, etc.
· Responsible for keeping staff informed of program changes so inquiries can more efficiently answered.
· Assists with marketing and maintaining positive relationships with sponsors by providing as much public exposure as possible in the newspaper, through thank you letters and photos of their activity, distribution of plaques at the conclusion of the season, etc.
· Assists with the preparation of program brochures, flyers, active net data entry, newsletters, annual reports, etc.  
· Adapts to work load and accepts additional responsibilities as assigned.
· Assists with front desk reception, answering phones, and customer service.  
REQUIREMENTS:
· Any combination of education and experience equivalent to a Bachelor’s degree in recreation, physical education or a related field
· Successful candidates will undergo a criminal background, DMV record checks

· Have and maintain a valid driver’s license

· Certification in CPR and First Aid for adult, infant and child
SUPERVISORY CONTROLS

Will require minimal supervision to complete routine, recurrent duties.  Will show willingness and initiative to perform other duties to assure smooth operation of the agency.  May also be required to coordinate seasonal and special event activities.

COMMUNICATION – VERBAL AND WRITTEN

Relationships with supervisor, co-workers, and others within the organization must contribute to the effective operation of the agency.  Performance must demonstrate the ability to adjust to change or work under pressure in a pleasant and courteous manner, handle differences of opinion in a businesslike fashion, follow instructions conscientiously, and function as a team member, helping the group effort.  
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