The Maryl and- National Capital Park and Pl anning Comm ssion

Tl TLE: Recreation Specialist | GRADE: F CODE: 3320
SERI ES: Recr eati on DATE: 1/ 13/ 88

Cl ass Definition

Under general supervision, perforns as an entry-level professional in
the recreation field, involved in work with noderate responsibility,
conplexity, and variety. Assists in managing facility, special

events; and plans and inplenments activities in assigned Area.

Exanpl es of | nportant Duties

1. Monitors recreation activities. |Issues equipnment. Interprets and
enforces rules. Applies energency and safety procedures, as
necessary.

2. | nspects playground equi pnent at recreation centers, schools,

and parks to ensure safety as assigned. Requests mmi ntenance and
repairs. Keeps records.

3. Accepts reservations and registrations for recreation prograns.
Col l ects and deposits fees.

4. Pl ans and organi zes recreation prograns and events (e.g.,
cl asses, sports, ganes, haunted houses, festivals, carnivals,
trips). Schedules staff, facilities, and equi pnment. Receives
bi ds and price quotes from vendors and contractors (e.g.,
entertainers, instructors, transporters). Initiates purchase
requi sitions and check requests. Designs flyers, signs,
exhi bits, news rel eases and ads to publicize prograns and
events.

5. Recruits, selects, and trains intermttent and volunteer staff
for area recreation prograns (e.g., mobile units, crafts
specialists, instructors). Plans, schedules, and assi gns work.
Eval uates work and counsel s enpl oyees. Instructs intermttent
staff and volunteers in relevant safety practices.

6. Meets with citizens, community groups, business groups, Park and
Recreation council (s), and Board of Education staff to identify
needs, plan prograns, and answer questions about recreation
prograns.

7. Mai ntai ns records of revenues and expenditures, tinme cards,
i nventory of supplies and equi pnment, menbershi ps~ and program
participants. Wites daily and nonthly adm nistrative reports.
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Exanpl es of Inportant Duties (Continued)

8. Organi zes area marketing projects; i.e., mall displays,
exhi bits, posters, signs, fliers, public service announcenents,
etc., for pronotion of progranms and activities.

| nportant Wor ker Characteristics

A. Know edge of; (I) leisure services; (2) recreation; (3) social
and cul tural programs; (4) safety and health regul ations;* (5)
office practices;* (6) admnistration procedures;* (7) CPR and
First Aid; (8) Equal Enploynent Opportunity.

* Devel oped primarily after enploynent in this job class.

B. Skill in operation of (I) audio-visual equipnment; (2) auto; (3)
cal cul at or.

C. Ability to (I) apply principles to solve practical problens; (2)
cal cul ate fractions, decimls, and percentages; (3) read and
write routine reports and correspondence; (4) use proper
spel ling, punctuation, and granmar; (5) nmke oral presentations
to groups; (6) speak clearly; (7) organize work efficiently; (8)
provi de courteous service.

M ni num Qualifications

1. Bachel or's Degree in Parks and Recreation or related field; or
2. An equi val ent conbi nati on of education and experience.
3. Valid Maryland driver's license, or the ability to acquire one.

Wor ki ng _Condi ti ons

Mai nt ai ns office hours. Wrrks evenings, weekends, and holi days.
Responds to energency situations as required. Sonme driving. Ability
to deal tactfully with people.



