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

TITLE: Park and Recreation Conmunity Supervisor GRADE: | CODE: 3329
SERI ES: Recreation DATE: 1/13/88

Cl ass Definition

Under direction, nmanages the recreation programin a specified
geographi c Service Area. Supervises progranms and staff. Monitors
community center operations and other recreation prograns. Serves as
the liaison to community vol unteer groups and designs prograns to
meet community needs. Devel ops prograns of cultural, recreational
and sporting nature geared to community needs. Exercises independent
judgenment and perforns duties with general policy guidance. Perforns
ot her duties as assigned.

Exampl es of I nportant Duties

1. Manages, plans, organi zes, inplenents, and eval uates recreation
programs and events (e.g., large festivals, town cel ebrations,
supervi sed gyns, playgrounds, classes and flea markets, etc.) in
school s, parks, community centers, and other facilities in the
area. Defines goals and objectives and sets standards.

Coordi nates activities with other Comm ssion units and
governnment representatives. Establishes/recommends fees. Obtains
permts, pronotes safety and conplies with MOSHA and OSHA

regul ations. Schedules staff, facilities and equi pnent. Prepares
contracts, recomrends consultants (e.g., entertainers,
instructors, food services, bus conpanies); publicizes prograns
and events. Coordi nates mai ntenance requirements in an assigned
geogr aphi cal area.

2. Manages Service Area facilities. Establishes/recommends and
noni tor operating procedures (e.g., hours, building maintenance
and repairs. Assists in the planning of new facilities and in
the renodeling of present facilities.

3. Supervises full-time (career), intermttent, volunteer and
contracted enpl oyees. Plans, schedul es and assi gns work.
Recruits, interviews, selects and trains staff and vol unteers.
Eval uates work and counsels staff. Initiates personnel
procedures for hiring. Recommends disciplinary action.

4. Manages Service Area budget. Prepares annual budget request.
Controls expenditures (self-sustaining and budgeted accounts) in
accordance with approved budget. Obtains bids and price quotes.
Initiates purchase requisitions and check requests. Collects
fees and deposits revenues. Mnitors fiscal requirenments.

5. Community Relations. Meets with citizens, community groups, park



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

TITLE: Park and Recreation Community Supervisor GRADE: | CODE: 3329
SERI ES: Recreation DATE: 1/13/88

Exanples of Inportant Duties (Continued)

and recreation councils, Board of Education staff, professional
organi zations, and | ocal governnment representatives to identify
needs, plan progranms, solve problens and answer questions about
Conmm ssion activities in the area. Handles inquiries and
conmplaints fromthe general public.

6. Conducts research. Surveys and neets with vendors, exchanges
information with other government representatives. Attends
pr of essi onal conferences and schools to identify new prograns,
trends, nmethods, designs and equi prent which m ght be useful.

7. Keeps Service Area records: Miintains records of revenues and
expendi tures of community, county, and state-funded prograns.
Mai nt ai ns records of personnel forns, tinme cards, inventory of
suppl i es and equi pnent, registration, and program partici pants.
Prepares and submits adm nistrative reports. Responsible for the
review, preparation, submttal and/or approval of cash
managenent records consistent with Conmm ssion policy in an
accurate and tinely nmanner.

| nportant Worker Characteristics

A Knowl edge of (1) business adm nistration; (2)
Comm ssi on/ Departnent organi zation structure;* (3) Equal
Empl oyment Opportunity; (4) Merit Systemregul ations;* (5)
of fice practices; (6) supervision; (7) safety and health regul a-
tions; (8) leisure activities; (9) early childhood devel opnent;
(10) geriatrics; (11) special education; (12) time managenent;
(13) public relations; (14) marketing; and (15) CPR and First
Ai d.

B. Skill in operation of (l) autos and vans; (2) audi o-visual
equi pment; (3) calculator; and (4) office equipnent.

C. Ability to (lI) solve conplex problens involving many vari abl es;
(2) calculate fractions, deci mls and percentages; (3) read and
review technical reports and correspondence; (4) wite reports
and correspondence; (5) use proper spelling, punctuation and
grammar; (6) make oral presentations to groups; (7) speak
clearly; (8) organize work efficiently; (9) provide courteous
service; (10) evaluate progranms and personnel perfornmance.

* Devel oped primarily after enploynent in this job class.



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

TITLE: Park and Recreation Conmmunity Supervisor GRADE: | CODE: 3329
SERI ES: Recreation DATE: 1/13/88

M ni mum Qualifications

1. Bachel or's Degree in Parks and Recreation or related field and
four years of progressively responsi bl e experience, including
three years as a supervisor or programdirector; 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

Works in an assigned office. Wrks extended hours, evenings,
weekends, and holidays (as approved). Responds to energency
situations as assigned. Some driving. Continuous contact with the
general public; resolves citizen conplaints.



