HR-2
TOWN OF MANCHESTER

JOB DESCRIPTION FORM
	Date:
11-16-15
Title:
Assistant Director Parks and Recreation 
Department:
Parks & Recreation
Supervisor:
Liz Ambuhl, Parks & Recreation Director
Employee:



General Summary
	The Assistant Director is responsible for initiating, planning, organizing, scheduling, monitoring and conducting comprehensive recreation/educational programs for all ages including, but not limited to, indoor and outdoor recreational programs, special events, senior citizen programs and community activities. The Assistant Director also acts as the Camp Director during the summer months. 


Knowledge, Skills and Abilities Required
	· Knowledge skills and ability to design and implement successful recreation/educational programs for all ages and abilities.

· Ability to assist the Director with the day-to-day operation of the department, to include operational needs of the Park House.
· Ability to effectively communicate, in both verbal and written forms, the department’s programs and Town’s policies to parents, participants and to the public.

· Knowledge and skill with computers, including word processing, spreadsheets, databases and basic publishing software.

· Lifeguard Instructor Certification, CPR and First Aid Certified required.

· Ability to make independent judgements on programs, budgets and summer camp operations.



Duties and Responsibilities
	· Plan, implement and administer creative and innovative recreational/educational programs alongside the Director.

· Direct the summer camp program.
· Assist in program scheduling, registration and collecting program fees.

· Assist the Director in the overall operation and administration of the Department, including recruiting, hiring and supervising qualified seasonal staff.
· Train summer lifeguards as necessary.

· Administer and monitor the CIT (counselor in training) program.

· Attend Parks and Recreation Committee and other public meetings as requites by Director.
· Respond to inquiries by the public and other customer service functions.

· Perform typical office work, such as answering phones, photocopying, filing, document creation and editing.

· Assist in light maintenance duties such as general park maintenance, facility cleaning, pool maintenance and setting up for special events and programs.

· Oversee the department in the absence of Director.
· Supervise summer camp counselors and volunteer coaches.

· Other duties and responsibilities assigned by the Director. 


Working Conditions

	· Frequent weekend and evening work is required. Limited vacation during summer months. 
· Per Town Hiring Policy, the Assistant Director of Parks and Recreation is required to undergo criminal records check that includes fingerprinting.
· Work environment varies between indoor office work and outdoor assignments.  Physical participation in activities is an essential element of the position.


Disclaimer

	This job description is not intended to be an exhaustive list of any and all duties performed by the incumbent.  Managers may use discretion when assigning duties to employees in order to ensure that the Department’s responsibilities and duties are fulfilled.  This document shall not be construed as an employment contract or agreement.  All Town employees are considered employees at-will.
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