
 
 
 
 
 
 
 
 

Parks and Recrea�on Coordinator 
Part-�me posi�on (20 hours +/- per week) 

 
 
General Statement of Du�es 
Provides direc�on, leadership, and oversight to the Town’s cultural, recrea�onal, athle�c, and 
community health and fitness programs. This posi�on provides administra�ve oversight and 
coordina�on of the Town cemeteries. This posi�on is a part-�me posi�on with the poten�al to 
grow into a full-�me posi�on as the Town con�nues to grow. 
 
Dis�nguishing Features of the Class 
An employee in this class performs a variety of administra�ve, supervisory, and professional 
du�es in the management of the parks and recrea�on ac�vi�es for the Town. Prepares long-
range strategic plans for the department. Work requires extensive public contact advisory 
boards, commitees, local officials, and the general public. Work is performed under the 
supervision of the Town Manager. 
 
Du�es and Responsibili�es 
Essen�al Du�es and Tasks 
• The employee plans, organizes, directs, coordinates, and evaluates recrea�on programming; 
manages the selec�on and evalua�on of permanent and temporary staff for the department. 
• Plans, directs and par�cipates in recrea�onal ac�vi�es for all segments, groups, ages, and 
interest levels of the community. 
• Expands parks and recrea�on program offerings, implements new programs and events. 
• Coordinates with the Parks and Recrea�on Advisory Board and Town Manager on the 
establishment of new events and programs. 
• Develops long range plans for parks and recrea�on programs and facili�es to accommodate 
Town growth, strategic goals, and needs. 
• Facilitates periodic updates to the Town’s Parks and Recrea�on Master Plan. 
• Coordinates the maintenance of various facili�es, parks, fields, and parks and recrea�on 
structures with the Public Works Department. 
• Works with the Parks and Recrea�on Advisory Board to establish recommenda�ons for the 
acquisi�on, development and maintenance of park and playground areas and facili�es to best 
serve the interests of the community. 
• Maintains the Town’s electronic informa�on board sign with �mely messaging about Town 
programs and events. 
• Coordinates and oversees a variety of recrea�onal sports programs and ensures programs 
provide meaningful outcomes and posi�ve experiences for par�cipants. 



 
 
 
 
 
 
 
 
• Receives input from community groups, neighborhood groups and individuals regarding park 
and recrea�on needs, u�lizes such input for overall planning, programming, program 
evalua�on. 
• Assists in preparing the Parks and Recrea�on budget and submits the recommended Budget 
to the Town Manager; coordinates and monitors the expenditure and receipt of parks and 
recrea�on funds. 
• Builds rela�onships with other Parks and Recrea�on Departments and explores opportuni�es 
for partnership. 
• Provides administra�ve oversight for the Town cemeteries and coordinates with the Public 
Works Director on cemetery related ac�vi�es. 
• Atends weekly staff mee�ngs and atends monthly Board of Commissioner mee�ngs as 
directed by the Town Manager. 
• Maintains membership in the North Carolina Recrea�on and Park Associa�on 
• Works towards obtaining Parks and Recrea�on related cer�fica�ons including the Cer�fied 
Parks & Recrea�on Professional and Cer�fied Park & Recrea�on Execu�ve 
• Coordinates with the Town Manager on Parks and Recrea�on Grant Opportuni�es and assists 
in the development of grant applica�ons when assigned. 
• Performs various event planning related tasks including recrui�ng vendors, securing 
performers, establishing event schedules, securing sponsorships, and ensuring the overall 
success of the event. 
• Ensures that cemeteries are maintained in a safe, aesthe�cally pleasing manner 
• Assists in coordina�on and communica�on with funeral homes, families, and other interested 
par�es on cemetery related maters 
• Assist in upda�ng and maintaining the Parks and Recrea�on Facebook page and other Parks 
and Recrea�on social media accounts with �mely and accurate informa�on 
 
Addi�onal Job Du�es 
Performs related du�es as assigned by the Town Manager. 
 
Recruitment and Selec�on Guidelines 
Knowledges Skills and Abili�es 
• Thorough knowledge of programs, laws, and processes required to operate a municipal parks 
and recrea�on program. 
• Thorough knowledge of the principles and methods of recrea�on planning and development. 
• Considerable knowledge of modern and effec�ve supervisory principles and prac�ces 
including communica�on, leadership, mo�va�on, conflict resolu�on. 
• Considerable knowledge of the organiza�on’s budge�ng, purchasing and personnel policies 
and procedures and applicable personnel laws and regula�ons. 
• Ability to develop and maintain effec�ve rela�onships with Town staff and the community 



 
 
 
 
 
 
 
 
• Ability to communicate effec�vely in oral and writen forms. 
• Ability to write policies, grants, and reports suppor�ng the programs and ac�vi�es of the 
department. 
• Ability to demonstrate effec�ve planning, punctuality and follow-through to ensure the 
success of Town programs and events 
 
Physical Requirements 
• Must be able to physically perform the basic life opera�onal func�ons of climbing, balancing, 
stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, li�ing, 
fingering, grasping, feeling, talking, hearing, and repe��ve mo�ons. 
• Must be able to perform light work exer�ng up to 20 pounds of force occasionally; and/or up 
to 10 pounds of force frequently; and/or a negligible amount of force constantly to move 
objects. 
• Must possess the visual acuity to prepare and analyze data and figures, perform accoun�ng 
tasks, operate a computer terminal, do extensive reading, drive a motor vehicle, and be able to 
inspect work of others. 
 
Desirable Educa�on and Experience 
Gradua�on from a high school or four-year college or university with a degree in parks and 
recrea�on, recrea�on resource management, or a related field, or an equivalent combina�on of 
educa�on and experience. 
 
Special Requirement 
Possession of a valid North Carolina driver's license. 


