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HUMAN SERVICES ASSISTANT RECREATION COORDINATOR

Job Summary:

Under general supervision. reportsing to the designated coordinator, assisting with in tho performance of Formatted: Justified
specialized professional work in—Comm44s--Sec.’iGe—pcegcam€7 including but not limited to the: Senior
Recreation, Therapeutic Recreation. Early Childhood Education, Senior Services, and the Stroke Center
asiivit4a. Tho Aecictant wlt co perform misted dutioc at required.

Essential Duties and Responsibilities:

(These functions are representative and may not be present in all positions in the class. rFOFfllfted Justified
Management reserves the right to add, modify, change or rescind related duties and work
assignments.)

Formatted: Indent: Left: U”, Hanging. 0.31”
1. Plans, organizes, and coordinates reccealiocal activities in specialized areas cuch at oldor adult for youth• Formatted: Justified, Indent: Left: 0”,

to senior pack programs., thorapcutic recreation, community cvcntc, ctrcke center, fine at, hoyt, girls, Hanging: 0.31”
and adult cporft, tccn, pro cchool. or senior dllzon programc

_.__—

Comment fMW1]: teplaced by adding “alder
2 Reports on public response to existing programs including information regarding adL.: -JzO:

attendance, schedules, expenditures, and utilization of supplies and equipment rormatt: Just ed, Indnt: Le1 D.31
3. Processes and maintains records of permits. .

Formatted: Justified, Indent: Left: 0,4.- Researches and Rcecommends new recreation programs and industry trends.
. Hanging: 0.31”

5. Enforces rules and regulations to assure the safety and welfare of participants.
6. Assists with—in budget preparation and monitors eemmn4ty—seM€e reeceatie budget expenditures in

7. Drafts promotional materials, correspondence, surveys and reports.
8. Supervises, trains, and evaluates program volunteers, interns and external personnel.
9. Provides information to and consults with the public.
10. Assists staff with information and duties related to committees5 commissions and boards as assigned.
11. Maintain confidential information as it pertains to the job.

.

. .
- . - - _______

11. Collects fooc, financial recordkooping formc, and mmitc moniec colloctod to the Tmacurcr’c offiGe” Formatted: Justiried, Indent: Left: 0”,
purtuant to City policioc and procoduroc. Hanging: O.3F

12. Assists with-pcepa*g-an4-implemenPng-pe6o4ic statistical reports and cur comm
service programe.

13- Performs related duties as required.

_______ _______

{jonnafled:Justfled
Qualification Guidelines:
A typical way to obtain the requisite qualifications to perform the duties of this class is as follows:

Education andlor Experience:

Any combination equivalent to b#o (2) yoars of college level coureec in recreation of An Associate’s Degree in
Human Services or related field and one (1) year of paid experience in rocroation Human Services. ecif.-in—a
relaled-flel4 Three-years-of-Commensurate experience in a related field may be substituted on a year-for-year
basis.

Knowledge of:

Methods and techniques of developing and organizing group recreational community coniiccc for youth to
senior activities.

EXHIBIT 2

7



• Ruloc. practicoc. and equipment ucod in cpocializod rocroabon comm ‘-“ coftcoc for youth to conicr
activti:c.
• Principles of supervision, and training, and evaluation.
• Program-goa% and objectives
• Program orgeni2:tion and de’:olopmont tochniguoc.
• Resources fec and needs available to special populations.
• Basic budgeting princrples,procedures, purchasing practices and contranct administration, and practicco
proccdurcs.
• Basic puzhazing practEces-end-eantact adminicratian.
• Personal computer software and hardware. (Copy from HR Clerk job spec)
• Office practices and procedures. (Copy from HR Clerk job spec.)
• Gene ahceGo e4npcac1iees

Ecteblich and m;ntain cffcctivc working rclationchipc with otho.
• Interpersonal skills, using tact, patience, and courtesy

Skill and/or Ability to:

• Implement specialized cecceat1onal activities and evaluate community needs.
• Work wcohondc and irrogular hourc.
• Communicate effectively in writing and orally.
• Meet approved minimal physical and medical standards.
• Establish and maintain effective working relationships with others.
• Identify and address concerns and recommend appropriate action analyze probtoms
a

License and Certificates:

I Possession of valid California Class C drivers license and muct bo incurable by the City’c insurance canior.
Employee in this classification will be enrolled in the Department of Motor Vehicles (DMV) Government
Employer Pull Notice Program. which confirms possession of a valid drivers license and reflects driving record.
Possession of valid Red Cross standard certificates in First Aid and CPR

Physical Requirements and Working Conditions:
Employee accommodations for physical or mental disabilities will be considered on a case-by case basis.
Positions in this class normally require:

• Rcqiirc the mMobility to stand, walk. sioop, kneel, crouch, reach and bend
• Rcquiro tho aAbility to stand for long periods.
• Require the aAbility to walk long distances.
• Porform ILiffing, pushing and/or pulling which does not exceed 50 pounds and is an infrequent aspect of the
job.

• May be required to work evenings weekends and/or irregular hours.
- May be required to attend periodic evening meetings and/or travel in/out of district boundaries.
- Maintain confidential information as it pcrtains-te-the.job,
• May be required to use personal vehicle in the course of employment.


