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HUMANASSISTANT RECREATION COORDINATOR

Job Summary:

Under general supervision, reporting to the designated coordinator, assisting in tb-a performance of specialized
professional work, iR-Qonmu. f5 e.ve-em, 0. incudino but not irnited to the Senior Recreation.
Therapeutic Recreation. Early Childhood Education. Senior Services, and Stroke Center su-and+es. The
Asestakvidsiter nerform related duties as reguiu.

Essential Duties and Responsibilities:

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

1. Plans, organizes, and coordinates eereatiena1 activities in specialized areas s h-as olcfrc-adal-t for
youth to senior pack programs fine arts, boys, girls,
and adult sports, teen, pre school, or senior citizen programs
2. Reports on public response to existing programs, including information regarding
attendance, schedules, expenditures, utilization of supplies and equipment.
3. Processes and maintains records of permits.
4. Research and R-recommends new recreation programs and industry trends.
5.Enforces rules and regulations to assure the safety and welfare of participants.
6.Assists in budget preparation and monitors uam-+annity senane recreation budget expenditures in specified
areas.
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.
1 0. Assists tall ‘, ith information an i duties related to committees co missions and b ar a assi ned.
11. Mar t ir conf d it ci information as it p rtain to the job
.1-1--Cotleots %ees, 4+naani eancd1’eeptng $Orrs&—and-FersItS anne casileoted te1he—T-reanucer -&offio -pursuant
teGpuftmacn4pcoeedure%u
12. Aee1s s-wrth era n%imsrnendepodte atatnduat rport, and srsvay& w 4atn-iap-4 o uinity
aeu%ee pcpu a-rn a
13. Performs related duties as required.

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

Education and/or Experience:

Any combination equivalent to two (2) years of college level courses in recreation of An Associate’s Degree in
Human Services or related field and one (1) year of paid experience in recreation Human Services. eo—4-4n--a
rei-atenJd1cd. Three-yea-rsctbCommensurate experience in a related field may be substituted on a year-for-year
basis.

Knowledge of:

• Methods and techniques of developing and organizing gc peereatieeal-eormuunity Sc wies I r v uth to
senior activities.
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• Rules, practices, and equipment used in specialized recreation safe ys --÷-

act:viticc.
Principles of supervision an4 training. end eV:iUetOT.

egef&eetd eo&.
o gfaimor 4 zaaon arid vek4pmac tee 4qee’

• R sources ‘r d need able t ial pop Id fl
• Baa budgeti 1 p r cip $ p an4paGtiees

‘Personal computer software and hardware. (Copy from HR Clerk ob spec.)
• Office practices and procedures. (Copy from HR Clerk job spec)
• aaeial-reee%keepidgp%aetiees

Establish and maintain effective working relationships with others.
te nersona s a. using t t patien e’ d courts. y

Skill and/or Ability to:

• Implement specialized f-eeatiRaf activities and evaluate community needs.
• Work weekends and irregular hours-v
• Communicate effectively in writing and orally.
• Meet approved minimal physical and medical standards.
• Establish and maintain effective working relationships with others.
• IdenWy and address cones. na and rec mmend appropnate action aPalyae-peen1aedtakceerreetwe

License and Certificates:

Possession of valid California Class C driver’s license and must be insurable by the City’s insurance carrier.
Employee in this classification will be enrolled in the Department of Motor Vehicles (DMV) Government
Emnloyer Pull Notice Program which confirms possession of a vald 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 the mobility to stand, walk. stoop, kneel, crouch, reach and bend.
• lequire the aAbility to stand for long periods.
• Require the aAbility to walk long distances.
• Perform ILifting, 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.

• I aa%an eat aNefcematiee aa4r14e-1Iaejob
• May be required to use personal vehicle in the course of employment.
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