	[image: image1.png]u

King County




Classification Specification
	

	
	3500200

	
	RECREATION COORDINATOR



Class Summary

The responsibilities of this classification include designing, developing and producing a comprehensive system of recreation, interpretive and education programs and services targeting families, children, teens, people with disabilities, individuals in correctional facilities, adults and seniors and managing recreation offices and facilities.

Distinguishing Characteristics

This is the second level within a four-level classification series. This classification is distinguished from the first level Recreation Leader in that the incumbent is responsible for overseeing multiple programs within an assigned program, geographic area or facility while the Leader classification provides direct program services to clients. This is distinguished from the next level Recreation Program Supervisor in that the incumbents does not oversee the work of Recreation Coordinators for their assigned districts and has broader responsibility for multiple districts. 
Examples of Duties (May vary by position)

1. Design and implement recreation, interpretive and education programs for assigned geographic area or facility.

2. Evaluate and take corrective measures regarding risk management issues for assigned programs. 

3. Troubleshoot and resolve program issues and problems.

4. Supervise part-time employees and volunteers. Recruit, hire, train, evaluate and schedule work.

5. Assist Recreation Supervisor in the selection of full-time employees. Provide training, supervision and work scheduling.

6. Develop promotional materials. 

7. Develop surveys, evaluate trends and make presentations.

8. Develop and monitor the budget for assigned programs.

9. Analyze data and make recommendations on policies and procedures.

10. Schedule park and related facilities for internal and external clients.

11. Research and establish contacts with community members, other governmental agencies and groups and serve as division or section liaison.

12. Seek funding sources to develop and implement programs including grants and partnership program development as assigned.

13. Purchase and distribute program equipment and supplies.

14. Assist Recreation Services management in evaluating capital improvement projects.

15. May be assigned to perform the duties of a Recreation Specialist.

16. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of public recreation and interpretative programming philosophies and practices

Knowledge of facility scheduling and coordination

Knowledge of community organizing

Knowledge of natural, cultural and historical resource management

Knowledge of supervisory practices and techniques including volunteer management

Knowledge of accounting, budget development and grant development

Knowledge of behavior management

Knowledge of risk management techniques and principles for recreation programs

Knowledge of recreational programming

Knowledge of computer software such as word processing and business machines

Skill in delegation, team-building and problem-solving

Skill in oral and written communication, assessment and presentation

Skill in creativity
Skill in coaching and counseling employees to achieve performance objectives and take immediate corrective action and/or recommend disciplinary action

Skill in explaining and enforcing public policy

Skill in working with diverse groups and populations

Licensing/Certification Requirements

Washington State Driver’s License or the ability to provide transportation to remote work locations with limited or no public transportation

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation 
	Non-Exempt

	Levels within same series
	Recreation Specialist, Coordinator, Program Supervisor and Programs Manager
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