CITY OF SOLVANG
JOB DESCRIPTION
RECREATION COORDINATOR

This is not an individualized job description. It defines the general character and scope of
responsibilities. It is not intended to describe and does not necessarily list every duty for a given
position.

DEFINITION

Under the supervision of Management Analyst (or City’s Manager’s appointee) or the Recreation
Supervisor, plans, develops, promotes, coordinates, implements, and assists in supervising City
recreation programs under policies and procedures. This position also performs a variety of
administrative support functions related to scheduling facilities and coordinating recreation program
registrations. This position is in direct contact with the City’s constituents and plays a vital role in serving
the public and creating a positive impression of the City of Solvang.

LICENSE REQUIRED

e Possession of a valid Class B California driver’s license. Employee shall remain on probation until
Class B License is obtained.
e Possession of a valid CPR and First Aid Certificate.

EXAMPLES OF DUTIES

Duties may include, but are not limited to the following:

e Plans, organizes and coordinates recreation programming including activities and special events
for all age groups.

e Analyzes recreational needs and proposes programs to meet those needs.

e Participates and instructs in a variety of recreational programs, trips and/or special events as
required, including those that are beyond the standard work shift.

e Serves as the primary contact with the public for Parks and Recreation inquiries. Provides
general information and assists the general public, City staff, outside groups and various
agencies.

e Performs receptionist functions including answering the phone, scheduling meetings and
facilities, and responding to general inquiries.

e Coordinates all aspects of program registration, including reviewing and printing program
rosters, ensuring completion and filing of waivers, payment collection and deposits, cancellation
procedures and other related work.

e Maintain, update and input all parks and recreation program information on the City website.
Periodically reviews website to ensure data is accurate and up to date.

e Maintains City parks and facilities reservation calendars and coordinates park reservations with
Park Host and Parks Maintenance staff.

e Coordinates use of the Veterans’ Memorial Building marquee, including scheduling of signage,
preparing signage for installation, and consistent scheduling to remove signage.
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e Schedules the Veterans’ Memorial Building reservations and City parks reservations including
the use of park fields/courts. Handles related payments, deposits, and refunds. Coordinates
with City departments/divisions regarding pertinent information to reservations in a timely
manner.

e Assists with special events within the City of Solvang including park permits, scheduling,
collection and deposit of fees, and other related duties. Works with clients and City
departments/divisions to coordinate and share pertinent information related to the special
events in a timely manner.

e Coordinate and maintain the City of Solvang streetlight and highway banner programs including
scheduling, collection and deposit of fees, and other related duties. Coordinates with other City
departments/divisions regarding installation and removal in a timely manner.

e Serves as primary cashier for the City of Solvang Parks and Recreation program and reservation
payments.

e Responsible for accurate and exact recording, collection, and balancing of all payments,
including cash, checks, and credit cards, on a daily basis.

e Processes, files (electronic and/or paper), and maintains records, forms and reports while
ensuring accuracy, timeliness, and completeness of assignments. Files such records on the City’s
Laserfiche electronic filing storage system on a regular and routine basis.

e Operates office equipment such as a fax machine, typewriter, copier, computer, telephone, and
radio communication equipment.

ESSENTIAL FUNCTIONS

e Knowledge of modern principles and practices in developing, implementing and maintaining an
effective recreation program.

e Knowledge of principles of recreation services.

e Exercise principles and practices of safety in recreation programs.

e Accurately assess community recreation needs and desires.

e Maintain effective working relationships with the public, supervisors and fellow employees.

e Ability to cashier with accuracy and exact recording.

e Ability to communicate effectively in writing and orally and provide positive customer service.

EDUCATION AND EXPERIENCE

Bachelor’s Degree in Recreation Management or other similar area and two years professional
experience in adult and youth recreational services is desired. Additional experience in clerical and
administrative roles is preferred.

PHYSICAL DEMANDS

Meet & Confer: 8/10/21



The conditions herein are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

PHYSICAL REQUIREMENTS

Strength: Medium — exert force of 20-50 pounds occasionally, 10-25 pounds frequently, or up to 10
pounds constantly to lift, carry, push, pull or move objects; Frequent typing and sitting; Occasional
standing, walking, running, bending, stooping, crouching, reaching at, above and below shoulder level,
pushing, pulling, twisting at the waist, handling, gripping, grasping; On rare occasion, kneeling, climbing
stairs and ladders, extending the neck upward, downward, side to side.

Vision: visual acuity sufficient to perform the essential functions of the position; average depth
perception needed.

Hearing: effectively hear and comprehend oral instructions and communication.

ENVIRONMENTAL CONDITIONS

Constantly works indoors; occasionally works outdoors in seasonal climate weather conditions; frequent
use of products and equipment required in a standard office work setting; personal computer, including
word processing, database and spreadsheet programs; calculator, telephone, photocopier and fax
machines, and other standard office equipment; Works independently and with the public; May be
exposed to moderately loud noises, when outdoors, and dust when indoors.

This is to acknowledge that | have received a copy of this job description and understand its contents.

Employee Signature Date
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