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Class Definition

Under general direction, manages the Special Populations Division to
provide a complex professional therapeutic recreation program. 
Plans, develops, and implements comprehensive programs that meet the
leisure needs of the County's disabled residents (i.e., individuals
who are mentally  retarded, learning disabled, emotionally disturbed,
hearing impaired, etc.) of all ages on a  county-wide basis. 
Continuing programs require close supervision and cooperation, and
deal with many issues that affect the life of program  participants. 
Provides technical assistance in the area of therapeutic recreation
and on other issues related to disabilities.  Goal is to meet 
recreational needs of county residents who are disabled.  Performs
other related duties as assigned. 

Examples of Important Duties

1. Manages Division programs.  Defines goals and objectives.  Sets
standards.   Develops and interprets policies and procedures. 
Reviews and approves   programs and projects.  Coordinates
activities with other Commission units  and outside government
agencies.  Evaluates program effectiveness. 

2. Manages Division budget.  Prepares annual budget request. 
Controls  expenditures in accordance with approved budget. 
Monitors revenues and  expenditures.  Originates purchase
requisitions and check request.   Prepares RFP,'s and bid
specifications.  Obtains and evaluates bids and  price quotes. 
Writes grants and related financial reports regarding their
status. 

3. Supervises Division staff.  Recruits, selects, and trains staff. 
Plans, schedules and assigns work.  Evaluates work and counsels
employees on ways to improve performance.  Initiates
disciplinary action.  Investigates and  prepares information on
employee grievances.  Approves time cards and leave requests. 

4. Publicizes programs.  Writes articles, newsletters, flyers, news
releases and ads to publicize programs and events.  Speaks at
professional conferences on a local, state, and national level. 
Provides promotional  material to news media and maintains
extensive mailing lists of individuals and groups interested in
special recreation programs.
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Examples of Important Duties  (Continued)

5. Coordinates internally.  Reviews and make recommendations for
all facilities developed in the Department to insure compliance
with various  building codes concerning physical access to
individuals with disabilities.  Also includes reviewing
Commission policies and procedures and serves on committee to
insure that Commission facilities and programs provides equal 
access and enjoyment to individuals with disabilities.  Act as
the 504 coordinator for the Department.

6. Coordinates externally.  Meets  with citizens, community groups,
schools, business groups, Board of Education, Planning Board,
County Council, and  other local, state and federal governmental
agencies to identify needs, plan programs, coordinate
activities, and represent the Department on issues related to
leisure services and individuals who are disabled.  Coordinates
with the  Board of Education and other agencies on use of
facilities. 

7. Conducts research.  Reviews technical literature, conducts
surveys, meets with vendors, exchanges information with other
governmental  agencies and organizations, and attends
professional conferences to identify new programs, methods, and
equipment which may be useful for the Division.

8. Keeps Division records.  Maintains records of revenues and
expenditures, inventory of supplies and equipment, time cards,
and program participants.   Writes  periodic  administrative
reports.  Prepares monthly and annual reports. 

Important Worker Characteristics 

A. Considerable knowledge of (1) therapeutic recreation; (2)
recreation; (3) public administration; (4) budget procedures and
principles; (5) statistical analysis; (6) American National
Standards Institute (ANSI) standards; (7) State and Local
Building Codes on Accessibility; (8) Standards of community
Based Therapeutic Recreation Programs; (9) state  and Federal
Grants; (10) Legislation and regulations affecting disabled
individuals; (11) Commission activities;* (12) disabilities;
(13) office practices; (14) supervision; (15) Commission
organization; (16) Commission  policies and procedures;* (17)
equal employment opportunity principles;  (18) First Aid/CPR;
(19) Merit System regulations*.
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Important Worker Characteristics  (Continued)

B. Skill in operation of (1) auto, (2) Teletype Data for the
Disabled (TDD); (3) various assertive devices for disabled
(i.e., wheelchair, hydraulic lift, etc.); (4) audio visual
equipment; (5) outdoor equipment; (6) adapted recreation
equipment. 

C. Ability to (1)  solve complex problems involving many variables;
(2) read technical reports and correspondence; (3) write
technical reports and correspondence; (4) use proper spelling,
punctuation and grammar; (5) make oral presentations to large
groups; (6) speak clearly; (7) organize work  efficiently; (8)
provide courteous service; (9) negotiate contractual services;
(10) read and interpret construction drawings and
specifications.

* Developed primarily after employment in this job class. 

Minimum Qualifications

1. Bachelor's Degree or four years progressively responsible
experience in Therapeutic Recreations or related field (i.e.,
special education, vocational rehabilitation, human development,
etc.) and six years professional managerial experience in the
field including 3 years experience at a supervisory level; or 

2. Master's Degree or six years progressively responsible
experience in Public  Administration* or related field (i.e.,
Business Administration, Personnel,  etc.); and four years
professional experience in managerial or supervisory  role in
community-based leisure/recreational programs for individuals;
or 

3. An equivalent combination of education and experience. 

4. Valid driver's license, or the ability to acquire one. 

* One Degree must be in the Therapeutic Recreation area.  It may
be at the Bachelor's or the Master's level. 

Working Conditions 

Works in office.  Some driving.  Considerable pressure to meet



deadlines.  Works a diversified schedule of evenings, weekends, and
holidays.  Responds to crisis intervention situations. 


