CITY OF ADA
JOB DESCRIPTION

JOB TITLE: Recreation Supervisor II
DEPARTMENT: Parks and Recreation
SALARY GRADE: 19 
DATE APPROVED: June 2, 2015

GENERAL STATEMENT OF DUTIES:

Performs highly responsible professional work directing, promoting, planning, supervising, and evaluating the city recreation department and community center activities.

ACCOUNTABILITY:

Reports to:			City Administrator 
				
Coordinates with:		Dekko Committee 

Supervises:			Recreation and Community Center employees

Directly Advises:		City Council
				Dekko Center Committee
				City Administrator 
				

RESPONSIBILITIES AND DUTIES:

Overall management of Ada’s recreation program to include the Dekko Center, parks, trees, the cemetery and community beautification efforts. 

Coordinates division needs with City Administrator, Dekko Committee and Beautification Committee. 

Researches and analyzes data and information related to the programs and activities of the division, as well as those proposed for the division. Represents the Parks and Recreation Division and the City Administrator on various occasions and serves on a variety of internal and external committees. 

Conducts and supervises a wide variety of special projects in the division including policy analysis and development, program and facility development, and customer service enhancement. 

Provides direct supervision and direction to employees of the Dekko Center. 

Responsible for planning, development, and daily operations at community recreation facilities and properties. 

Works with staff to make daily operational decisions and forecast long-range planning needs to meet requirements of the City’s approved Comprehensive Plan. 

Markets community assets and enhances use of facilities through increased use to include: increasing Dekko membership, making parks more usable and community friendly and ensuring that beautification efforts meet community and Council goals and standards. 

Community Center Administration: 

Incumbent manages overall activities at the Dekko Community Center to include pool, exercise room and other programs. 

Listens to concerns from staff and citizens needed to keep the policies and operation of the community centers up to date and customer friendly in a rapidly changing community. 

Works with staff, community organizations, and surrounding communities to ensure that the Dekko Center is meeting customer needs. 

Develops capital campaign plans to include hosting annual membership pledge drives and grant writing. 

Coordinates with Public Works the maintenance of the Dekko. 


Budget and Finance

Oversees staff with the timely development and implementation of the Division’s annual operating budget. 

Assists with the establishment and enforcement of regular expenditure and revenue reporting and forecasting. 

Provides direction for needed budget adjustments, transfers, and requests. 

Oversees staff in the daily collection and deposit of public funds generated through fees and charges.

Recreation, Youth and Senior Services

Ensures that programs and services being offered are responsive to the community, adult and youth citizenry, and senior citizens. 

Develops public/private partnerships as its program and service delivery model.
Parks

Responsible for planning, development, and daily operation of public park land and facilities contained within. 

Works with the community to determine how to best utilize park space and increase citizen use of the community’s four parks. 

Coordinates with Public Works the maintenance of parks. 


QUALIFICATIONS:

Education and Experience:

Bachelor's Degree in Parks and Recreation Administration, Public Administration, Business Administration, or a closely related field; management and administrative experience in Parks and Recreation, local government or related field including supervisory experience; or any equivalent combination of acceptable education and experience providing the knowledge and skills cited above.

Knowledge, Skills, and Abilities:

Knowledge of management and supervisory practices. 

Knowledge of data analysis and collection principles.

Knowledge of marketing recreation programs. 

Some knowledge of parks and recreation principles and practices needed to oversee programs and services. 

Some knowledge of the operation and administration of parks and recreation facilities and services. 

Ability to analyze information and make recommendations. 

Ability to manage several projects simultaneously and to meet deadlines. 

Ability to express ideas clearly and concisely, orally and in writing. 

[bookmark: _GoBack]Ability to establish and maintain effective working relationships with staff, other City officials, and the public.

