PARKS AND RECREATION DIRECTOR

FLSA STATUS: EXEMPT
(SALARY RANGE $35,000-$40,000)
GENERAL PURPOSE:

Under direct supervision of the Mayor and general supervision of the City Council performs
professional duties in planning, developing, coordinating, implementing, supervising
recreation and athletic programs/events and has responsibility for maintaining and
supervising designated Parks/facilities for the City of Freeport.

DUTIES:

e Maintain/supervise maintenance of the Freeport Regional Sports Complex, Four Mile
Boat Landing, Marse Landing Park and Boat Landing, Freeport Pool Complex. H. A.
Laird Park and Casey Park.

e Coordinate recreational activities and events with surrounding civic and private
organizations to reduce redundancy of programs/events offered and promote unity
throughout the City of Freeport.

e Responsible for all field usage, which includes making sure contracts are completed
and payments made before fields are reserved and keys are released for use.

e Plan, organize, develop, schedule and evaluate recreation and athletic
programs/events.

e Work closely with the Council member assigned to Parks and Recreation regarding
topics to be discussed at Council meetings.

e Assist with hiring, training, supervising, scheduling, making assignments and
evaluating part-time, temporary and full-time personnel.

e Coordinate volunteer requests from the community; recruit, train and supervise
volunteer and staff.

e Schedule recreation facilities and supervise condition of facilities.

e Coordinate with various community agencies to provide opportunities for physically
challenged or high risk youth.

e Attend training seminars, staff meetings, coaching clinics, and community meetings.

e Maintain inventory and distribute supplies and equipment for recreation and athletic
programs/events.

e Perform public relation duties such as speaking engagements, preparing and
distributing flyers, press relations and brochures.
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e Establish team rosters, schedule leagues/tournaments, enforce rules and regulations
of recreation and athletic programs.

e Create and implement new alternative programs.

e Prepare and administer individual program or facility budgets as appropriate; monitor
expenditures and payroll in accordance with established procedures.

e Provide clerical support, perform program registration, answer phones, correspond
with other city departments, outside agencies and answer public inquiries.

e Create and maintain recreational website to provide citizens with schedules and up to
date information on status of activities and programs.

e Create and implement new policies and procedures as needed, subject to the approval
of the City Council.

e May coordinate and supervise staff on week nights, weekends and holidays.

e May open and close recreation facilities as needed.

e May perform emergency custodial work, i.e., repairs, set up tables, sports equipment,
clean restrooms, set up bleachers, etc.

e Responsible for spraying the fields for invasive insects and keeping the turf in good
condition.

e Provide security for the building(s) and grounds of Freeport Parks, making safety
checks on the facilities to eliminate hazards for the safety of the citizens.

e Create marketing campaign for the City of Freeport Parks and programs.

e Reach beyond the realm of physical parks and create sports opportunities in all areas
of the City of Freeport.

e Adheres to attendance and work requirements.

NECESSARY KNOWLEDGE, SKILLS AND ABILITIES:

e Knowledge of word processing, desktop publishing, spreadsheets and other recreation
related software.

e Considerable knowledge of developing and administering recreation and youth
governmental programs and working knowledge of the rules of a variety of sports.

e Ability to prepare reports, maintain records and prepare and administer a budget.

e Ability to work evenings, weekends and holidays.

e Knowledge and experience with the physical maintenance of parks, including but not
limited to mowing, fertilizing, pesticide application, pruning and landscaping.
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e Ability to establish and maintain effective working relationships with co-workers, the
public, the news media and other departments and agencies.

e Ability to follow written and oral instructions, to communicate effectively both orally
and in writing.

e Ability to effectively direct the work of others, perform employee evaluations
including administering disciplinary action as necessary.

QUALIFICATIONS, TRAINING AND EXPERIENCE:

B. S. Degree in recreation administration, physical education or closely related field with two
(2) years’ experience in public recreation or park management or A. S. Degree with six (6)
years’ experience in public recreation or park management . Must possess a valid Florida
Driver’s License and CPR/First Aid certification. Either possess or obtain within ninety (90)
days an Ornamental & Turf License through the Department of Agriculture.

TOOLS AND EQUIPMENT USED:

Personal computer including word processing software, calculator, copy and fax machine,
phone, mobile or portable radio, automobile, various sports equipment. Landscaping and
mowing equipment and vehicles for mowing, fertilizing and pest control.

WORK ENVIROMENT AND PHYSICAL DEMANDS:

The work environment characteristics and the physical demands described here are
representative of those an employee encounters while performing the essential functions of
this job. Reasonable accommodations may be made for individuals with disabilities.

While performing the duties of this job, the employee occasionally works near moving
mechanical parts or in outside weather conditions. The employee is occasionally exposed to
wet, hot, cold and/or humid conditions, fumes, toxic or caustic chemicals. The noise level in
the work environment is usually quiet while in the office or moderately noisy when in the
field.

The employee is at times required to walk, sit, stand, talk or hear. The employee is
occasionally required to use hands to finger, handle, feel or operate objects, tools or controls
and reach with hands and arms. The employee is occasionally required to climb or balance,
stoop, kneel, crouch or crawl.
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The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities
required by this job include close vision, color vision and the ability to adjust focus.

| HAVE READ MY JOB DESCRIPTION AND UNDERSTAND ALL ASPECTS OF MY DUTIES AS AN
EMPLOYEE OF THE CITY OF FREEPORT.

SIGNATURE DATE

PRINTED NAME

Revised 11/10/14 per Action by FCC



