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Class Definition

Under direction, perfornms supervisory and adm nistrative work of
consi derable variety and difficulty to manage the permt scheduling
and i ssuance system for public use of county park and recreational
facilities. Perfornms related duties as assigned.

Exanpl es of |nportant Duties

1. Pl ans, schedul es, supervises, and participates in the
processing of permts for the use of picnic areas,
recreational buildings, canping sites, and other county park
facilities including use of athletic fields.

2. Coordi nates the processing of requests from vari ous agenci es
(e.g., Board of Education and the Departnent of Recreation),
servi ce organi zations, youth and adult groups, civic
associ ati ons, and educational groups for conducting prograns in
park facilities.

3. Coordi nates the assignment and allocation of athletic field use
for regional and local ballfields (gane, practice, and
tournanents). Review requests from Departnent of Recreation,

county | eagues, coutny schools, youth groups, and individuals.
Det ermi nes frequency and | ocations of permts to each

group/ agency to ensure fair distribution of field use. Monitors
overal |l schedul es, determ nes need for reassignnments and nakeup
days based on weat her conditions or unforeseen circunstances.

4. Oversees all aspects of the collection, reporting, and deposit
of nonies, and the operation of the key security deposit
system Ensures accurate and tinmely billing for field use,
light use, and facility rentals. Follows up on outstanding
i nvoi ces.

5. Oversees fornmul ati on of day-to-day procedures and processes, to
respond to public requests as effectively and pronptly as
possi bl e.

6. Oversees and nonitors operations of the automated perm t

system including permt issuance and mai ntenance of facility
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Exanpl es of Inportant Duties (Cont'd)

10.

11.

12.

13.

scheduling and fee/deposit data. Ensures accurate recording
and reporting of facility use by the public. Ensures accurate
recordi ng of data base information of facilities, ballfields,
courts, etc., and their features.

Coordi nates the park managers and the schedul i ng of custodi al
staff for routine and special setup and mai ntenance. |dentifies,
researches, resolves, and follows up problens or conplaints with
park managers relative to mai ntenance or public use of park
facilities.

Trai ns, assigns work, supervises, and eval uates performance of
staff engaged in automated permt data entry and overall pro-
cessing of requests for use of park recreational facilities.

Handl es nore difficult questions and requests fromthe public
as referred by other permt section staff. Provides general
information on park facilities, activities, and prograns.

Revi ews and recommends approval /deni al of special requests from
users for fee or use waivers.

Partici pates in budget preparation. Analyzes revenues, expend-
itures, and programrequirenents. Monitors budget expendi -
tures and revenues. Prepares nonthly and annual financi al
reports.

Initiates, conposes, and prepares responses to inquiries from
officials, citizen groups and associ ations, and the public
generally, relating to park recreational facilities. Also
drafts correspondence for signature of the division chief,

Di rector of Parks, and Pl anni ng Board Chair man.

Represents the departnment on county conm ttees concerni ng
matters dealing with facility rentals. Serves on internal
staff comm ttees recomendi ng county-w de policy on issues per-
taining to facility rentals. Participates in citizen commt-
tees on related issues. Assists in the fornulation of fee
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Exanpl es of Inportant Duties (Continued)

policy and rates which are submtted to the Park Conmm ssion for
approval .

| nportant Wor ker Characteristics

A Consi der abl e know edge of (1) Comm ssion organization, and the
departnments and their primary functions;* (2) county park
and recreation facilities;* (3) county geography; (4)
office practices; (5) Comm ssion policy and procedures;* (6)
safety; (7) principles of supervision.

B. Skill in operation of (1) auto (driver's license required);
(2) photocopier; (3) calculator; (4) typewiter; (5) mcrocom
put er/ conputer term nal.

C. Ability to (1) namintain effective working relationship with the
public, a variety of organizations and Comm ssion staff; (2)
pl an, schedul e, and organi ze work of unit support staff; (3)
read and wite general correspondence and reports; (4) notivate
and train staff; (5) organize work efficiently.

M ni mum Qualifications

1. Hi gh school graduation or GED, which included or was
suppl ement ed by course work in business witing, bookkeeping
and customer relations; or two years experience in reservations
and public contact work; and

2. Three years of progressively responsible public contact work of
a reservation service nature involving difficult adm nistrative
support duties, at |east one year of which included supervision
and use of an autonmated reservation systeny or

3. An equi val ent conbi nati on of educati on and experience.

Wor ki ng Condi t ons

Works in office setting. Pressure to neet deadlines.



*Devel oped primarily after enploynment in this class.



