Woodhaven Association

Job Description

JOB TITLE: Recreation Manager

EXEMPT: (Y/N):  Yes




SALARY LEVEL:  Step 3

DIVISION:  Recreation




EMPLOYEE NAME:

DEPARTMENT:  121




SUPERVISOR: Director of Recreation
APPROVED:





DATE:                           

EMPLOYEE:





DATE:                           

SUMMARY: Coordinates activities of recreational programs and personnel by performing the following duties personally or through subordinates.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

· Plans, develops and carries out recreation programs, including researching and creating programs, analyzing recreational needs and desires of property owners, and scheduling of facilities and activities.

· Evaluates programs and determines future usefulness considering factors such as attendance, resources used, problems encountered, subordinate recommendations.

· Prepares various written materials, including articles, promotional materials, and activity schedules.

· Develops budget for approval and monitors income and expenses.

· Contracts services such as entertainment groups, attractions and other types of recreation and negotiates for the most effective use of funds.

· Determines work procedures, prepares work schedules, and expedites workflow.

· Issues written and oral instructions.

· Maintains harmony among workers and resolves grievances.

· Inspects facilities and equipment for safety and needed repairs.

· Coordinates volunteer services of property owners.

· Assists Recreation Director and subordinates with assignments.

· Receives cash and/or checks and makes change following established cash handling procedures.

SUPERVISORY RESPONSIBILITIES:

Manages two subordinate supervisors who supervise a total of  25-30 employees in the Lakeside/Lakeview Center, Activities Staff, Arts & Crafts, Day Camp, Family Center and the RecPlex.  Is responsible for the overall direction, coordination, and evaluation of these units.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

QUALIFICATION REQUIREMENTS:  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.  

KNOWLEDGE REQUIRED:

Requires a general educational development and/or technical training equivalent to that normally acquired in one to three years of college or full-time, post-high school, occupationally-specific training.

LANGUAGE SKILLS:

Ability to read, and interpret financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or board of directors.

MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of  measure, using whole numbers, common fractions, and decimals.  Ability to perform these operations using units of American money and weight measurement, volume, and distance. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

INDEPENDENT JUDGMENT:

Ability to perform work typically received in the form of broad goals or areas of responsibility, having substantial latitude in setting objectives and deciding how to proceed.

CERTIFICATES, LICENSES, REGISTRATIONS:

Drivers license.

OTHER SKILLS and ABILITIES:

Familiarity with Woodhaven Recreation Department Policies & Procedures.

Ability to utilize computer programs such as word processing and desk-top publishing.

Ability to effectively manage subordinates.

Ability to prioritize duties to effectively meet objectives.

Familiarity with audio-visual media.

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.  

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to walk and reach with hands and arms.  The employee is occasionally required to use hands to handle objects or tools.

The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include depth perception and close vision.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

While performing the duties of this job, the employee frequently works in outside weather conditions.

The noise level in the work environment is usually moderate.

