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         Classification Description

COMMUNITY CENTER RECREATION COORDINATOR
Department:
Parks & Recreation






FLSA:  Non-Exempt
Job Class #:  
627100







Represented: No
Pay Range:
0K04
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is recreation program planning, coordination, and supervisory work involving the planning and implementation of varied activities at the Sprinker Recreation Center and various Pierce County Parks locations.  An employee in this classification is responsible for leading and performing a variety of duties in conjunction with assigned supervisor including but not limited to, the following: facility programming, ice skating facility operations, supervision of public and private ice skating events and recreation activities; enforcing facility rules and regulations; supervising assigned extra hire and park attendants; coordinating work with the maintenance and administrative staff; preparing and monitoring assigned budgets; and coordinating facility operations with Recreation Supervisors for classes, leagues, camps and special events. 
ESSENTIAL FUNCTIONS
Develops and schedules leisure classes, recreational activities, camps, private ice rentals, leagues and special events at Sprinker Recreation Center and various Pierce County Parks locations.

Assists with the development of programs including conducting customer surveys and market trend analysis, creating a budget, determining staff levels, conducting staff training and implementation. 

Coordinates and supervises scheduled shifts in the ice skating arena and other recreation activities and events; designates job assignments and workload for extra-hire employees.  

Directs the resolution of problems or emergencies affecting availability or quality of services.  Responds to sensitive or complex inquiries or complaints; documents resolutions to minimize future problems.  

Supervises and trains extra hire, temporary and part time subordinates and volunteers; resolves employee problems or grievances and recommends disciplinary action when necessary.
Understands functions and setup for skating activities including: figure skating, ice hockey, broomball and public skating; this includes but is not limited to, scoreboard operations, Zamboni operation, sound and PA system, specialty lighting, proper equipment storage and jump harness.
Assists in the coordination of facility set up for events and activities.
Coordinates recreational activities with maintenance, office, and control staff.
Coordinates and schedules assigned softball leagues during the summer months.
OTHER JOB FUNCTIONS
Performs other related job functions as assigned.

KNOWLEDGE, SKILL AND ABILITIES
Knowledge of the principles of effective supervision.

Knowledge of recreational activities, program planning and scheduling.

Knowledge of safety hazards and precautions related to ice activities and recreation center facilities.

Knowledge of budget preparation, cashiering and record keeping.

Ability to supervise, train, and evaluate employee performance.

Ability to communicate effectively orally and in writing with subordinates, other employees, and the general public.

Ability to apply, interpret, and explain policies and procedures.

Ability to analyze problems and make effective recommendations for action or change.

Ability to prepare budgets, order supplies, and monitor expenses.

Ability to learn methods and techniques related to ice arena operations.

Ability and willingness to work various shifts on various days of the week.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Bachelor’s degree in Parks and Recreation or related field and one year of experience with a recreation organization, including some supervisory/lead experience. Additional education or experience may substitute for the recruiting requirement.  Possession of a current basic first aid card is required within thirty days of employment.  Possession of a Washington State Driver's License is required at time of hire. 
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