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Recreation Coordinator


Definition:  Under the general direction of the Parks & Recreation Director, the Recreation Coordinator assists in planning, implementing, and supervision of assigned programs, staff, and participants, including administrative tasks. The Recreation Coordinator also acts as a liaison between the City of Blue Lake, participants, parents, and other staff.


















CLASS CHARACTERISTICS:

This is a supervisory-level employee that performs the full range of duties required to ensure that City recreation program(s) to which assigned are maintained in a safe and effective working condition and provide the highest level of safety, quality, and enjoyment for public use. This class is distinguished from the Recreation Specialist II by the performance of the full range of more complex leadership duties. This class requires only general direction or assistance as new or unusual situations arise and employees are fully aware of the operating procedures and policies of the work involved.

EXAMPLES OF DUTIES:

· Implement all City of Blue Lake policies and procedures
· Interview candidates for employment and assist in hiring
· Orient new employees concerning policy and procedures, work rules, and performance expectation levels
· Supervise, plan, delegate, communicate and control work assignments and special projects concerning other employees
· Assist in staff planning and implementing staff trainings
· Public relations with individuals and groups, including answering phones
· Maintain files and records
· Train, develop, and motivate employees to improve performance
· Assist with taking inventory for recreation programs, including concessions supplies
· Process, reconcile, and record deposits for admission, concession sales, and program registration fees
· Register participants for recreation programs
· Maintain a clean and functional facility, park and office environment
· Monitor the assigned facility or park for safety
· Complete all forms and reports as required
· Prepare and develop program publicity (ie. fliers, brochures, social media, etc.)
· Ability to operate and maintain various recreational equipment, music systems, cash registers, computers, and other miscellaneous office equipment
· Perform all other related duties as assigned

REQUIREMENTS:

Knowledge of:  Principles, methods, and techniques for development, administration and supervision of recreational programs, and maintenance of related recreational and office equipment.

· Equivalent to 21 years of age or older;
· At least 2 years of progressively responsible work experience in physical education, recreation programming, and/or education;
· Experience working with youth and adults in a recreational setting;
· Experience working with the public;
· Must be willing to work nights, weekends, and overtime as necessary;
· Must be fingerprinted & cleared for employment;
· Must be First Aid and CPR certified

PHYSICAL DEMANDS:

Must possess mobility to work in the field; strength, stamina and mobility to perform moderate physical work, to work in confined spaces, around machines, to climb and descend ladders, and operate varied equipment; vision to read printed materials and a computer screen; and hearing and speech to communicate in person and over the telephone or radio.  The job involves work requiring frequent walking in designated areas.  Finger dexterity is needed to access, enter and retrieve data using a computer keyboard or calculator and to operate equipment. Positions in this classification bend, stoop, kneel, reach and climb to perform work and inspect sites.  Employees must possess the ability to lift, carry, push, and pull materials and objects necessary to perform job functions.

ENVIRONMENTAL ELEMENTS:

Employees are exposed to loud noise levels, cold and hot temperatures, and inclement weather conditions.   Employees may interact with upset staff and/or public and private representatives, in interpreting and enforcing departmental policies and procedures. 

STATE OF CALIFORNIA DISASTER SERVICE WORKER: GOVERNMENT CODE SECTION 3100-3109:

It is hereby declared that the protection of the health and safety and preservation of the lives and property of the people of the state from the effects of natural, manmade, or war caused emergencies which result in conditions of disaster or extreme peril to life, property, and resources is of paramount state importance…in protection of its citizens and resources, all public employees are hereby declared to be disaster service workers.
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