RECREATION DIRECTOR

JOB DESCRIPTION
Job Description:
Responsible for the development, planning, organization, promotion, and implementation of multiple recreation and special event activities.

Salary:  $14.00 Hourly  (Full time position) Plus benefits


Essential Duties and Responsibilities:
. Coordinates, implements, monitors and coaches variety of recreation activities and sports programs for youth, senior citizens; recruit volunteers to assist in all recreation and sports programming and special events.

. Trains, schedules and supervises designated staff and volunteers; coordinates work activities, provides guidance on work related matters and assists to resolve any issues.

. Ensures that recreation facilities and equipment are used properly.

. Organizes and plans special events; create marketing materials, press releases, flyers and uses social networking to promote, secure sponsorships and funding from local business and organizations.

. Compile and maintain various reports and records.

. Purchase supplies and maintain inventory.

. Assist in preparing and maintaining budgets.

. Plan and coordinate various programs, tournaments, athletic leagues and events.

. Manage recreation parks, rentals and scheduling.

. Meet and collaborate with City staff and community organizations to plan recreational programs.

. Punctuality and regular attendance are essential functions of this position.

. Has to manage the cities website regarding Recreation Department (Web Master)

. Help assist with maintenance of the facilities and parks.

Qualifications:
High school diploma or equivalent. Associates degree in Parks & Recreation or closely related field preferred. Two to four years professional, verifiable experience in recreation programming. Obtain First Aid and CPR certifications within one year of hire. Must posses a valid Florida Drivers License.  Knowledge of fundamentals of recreation. Ability to plan, organize, supervise and instruct special activities for youth and adults. Knowledge of the City's policies, procedures, and practices. Demonstrated ability to effectively utilize personal computer and office software. Ability to communicate effectively in oral and written form. Ability to adapt to an evolving and continually improving environment. Must be able to work a varied number of hours that will include nights and weekends, depending on scheduled activities. Punctuality and regular attendance are essential function of this position.

