NORTHWOOD, NH 

RECREATION DIRECTOR
Labor Grade 8 

JOB SUMMARY

Directs and administers the Town’s recreation programs and oversees the Town’s Recreation Department whose mission is to bring a wide variety of leisure programs to the community for all ages and abilities to enjoy. Develops recreation programs, establishes and interprets policies, and develops short and long range plans based on the needs of the public. 

SUPERVISION RECEIVED

Activities are conducted with considerable operational independence and judgment under the general supervision of the Town Administrator who is consulted on major policy decisions and evaluates work in terms of effectiveness.  

SUPERVISION EXERCISED

Supervises a staff of seasonal employees and volunteers engaged in recreational activities.  Responsible for employee selection (with the Board of Selectmen’s approval), training, evaluation, and discipline.

EXAMPLES OF ESSENTIAL DUTIES

(The listed examples are illustrative only and may not include all duties found in this position.)

1. Designs, coordinates, advertises, and implements a broad and diversified program of year-round recreational activities and services to meet the needs of the public, including the summer swim program and summer camp, and after school and school vacation programs.  Sets up schedules, reserves activity areas, and ensures that facilities and equipment are properly maintained.  Evaluates programs in terms of participant and parent satisfaction and budgetary, facilities, and staff needs and effectiveness.  

2. Studies conditions, needs, and trends affecting the recreation requirements of the Town. Anticipates future trends and develops short and long-range plans and goals to meet community needs for recreation space, facilities, personnel, and programs.

3. Prepares and administers Recreation budget.  Researches and applies for additional grant funds for recreation programs and facilities.  Maintains records and documents of projects and funds spent.

4. Engages in fund raising activities to support Department programs.  Promotes Department programs through press releases, bulk mailings, posters, and school announcements.

5. Cooperates and coordinates the Department’s services with other Town departments and schools; coordinates special events, utilizing the Town’s resources, volunteers, organizations, and facilities.

6. Meets with community groups to gather ideas and discuss recreational plans.

Performs other related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

Knowledge of the principles and objectives of recreation administration and of activities which make up a community program; knowledge of the facilities and equipment needed in a recreation program; knowledge of a wide variety of recreational activities; knowledge of human behavior as applied to various groups participating in recreational activities; knowledge of grant applications; knowledge of park and field maintenance; knowledge of Town beach regulations and Town personnel policies. Skill in public speaking; skill in time management.  Ability to plan, organize, prioritize, coordinate, direct, and evaluate the activities and personnel involved in a recreation program; ability to formulate decisions and advise the Town Administrator on matters pertaining to Department policy; ability to speak, write, and communicate clearly and effectively both orally and in writing; ability to perform detailed work involving written and numerical data and to make accurate arithmetical calculations; ability to develop and administer a budget and maintain records on the Department's operations; ability to establish and maintain effective working relationships with employees, Town officials, civic organizations, and the public.

MINIMUM QUALIFICATIONS REQUIRED

Associate’s degree in Recreation, Physical Education, or related field and at least two years experience in recreation, including supervisory and administrative experience and youth programming experience; certified life guard; certified in CPR and basic first aid; OR any equivalent combination of education and experience which demonstrates possession of the required knowledge, skills, and abilities.

SENSORY REQUIREMENTS

For communicating with others, talking is required; for receiving information and instructions from others, hearing is required; and for doing the job effectively and correctly, sight is required.

PHYSICAL ACTIVITY REQUIREMENTS

Seasonal and irregular hours; participation in physical activities.  Walking or standing for extended periods may be required.  Incumbent may be exposed to sunlight for long periods of time, as well as to herbicides, pesticides, fuels, solvents, and other chemicals.  Some emergency procedures may entail Category I, Category II, and Category III exposure risks.

