City of Villa Rica 

Class Specifications


Parks and Recreation 






Job Title:  Deputy City Manager of City Services
Salary Range: $58,195.00-$89,620.00/Exempt
Job Summary: This position is responsible for professional and administrative work in planning, organizing and directing the activities of the City's Parks and Recreation Department. Work involves responsibility for the administration and direction of the parks and recreation system. 

Major Duties:

· Plans, directs, and supervises City staff employed with the parks and recreation system of the City;

· Schedules, assigns, inspects, and evaluates work; instructs and trains in correct methods and procedures; monitors work on a daily basis; reviews and evaluates employee performance;
· Administers the City's Parks and Recreation program; directs through subordinates the planning, scheduling and coordination of divisional activities; develops policies, procedures and priorities to meet established goals;
· Develops, implements and maintains strategic, fiscal and capital improvement plans for the Department;
· Prepares and monitors the department budget and prepares special reports as required; analyzes and prepares budget for submission to the Mayor and Council; assumes full responsibility for complete adherence to the monies allocated to the department;
· Coordinates and maintains communication with other department heads;
· Directs the formulation and routine updating of department goals and objectives consistent with the mission of the City;
· Interprets for the public and other City departments the philosophy and objective of City public parks, recreation and leisure services;
· Directs the review and evaluation of overall operations of the department; plans, coordinates and directs staff training, disciplinary actions and performance evaluations;
· Develops and implements departmental policies, goals and procedures;
· Directs the acquisition, planning, design and construction of new recreational parks and facilities;
· Maintains various departmental records on program activities, personnel records, inventory, etc.; 
· Inspects outdoor facilities and major projects on a daily basis;
· Conducts studies and prepares reports evaluating program effectiveness and/or assessing current service levels;
· Performs other related duties as assigned.

Knowledge Required by the Position:

· Advanced knowledge of the principles and practices of Parks and Recreation management, operations and planning;
· Advanced knowledge of all Federal, State and local regulatory requirements applicable to parks and recreation;
Job Title: Deputy City Manager of City Services (continued)

· Advanced knowledge of the funding process in a municipal environment as related to 
budgeting, cost accounting, financial planning and management;
· Advanced knowledge of a wide variety of recreation activities;
· Advanced knowledge of facilities and equipment needed in a broad parks and recreation program;
· Advanced knowledge of the principles, practices and procedures of supervision, organization and administration;
· Advanced knowledge of budgetary practices and the ability to interpret and justify operating and capital budgets;
· Ability to plan, implement and coordinate technical and administrative programs;
· Ability to organize and direct subordinates;
· Ability to exercise mature and good judgment in evaluating and rendering decisions in pressurized situations;
· Ability to express ideas effectively, both orally and in writing;
· Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials;
· Ability to communicate effectively both orally and in writing;
· Ability to interpret and apply rules, regulations, policies, procedures and ordinances to ensure compliance;
· Ability to maintain involvement with multiple, complex projects as required. 

Supervisory Controls:  The City Manager assigns work in the form of broad policy statements. 

Guidelines:  Guidelines include Federal, State and local laws, regulations, policies, procedures and standards.  

Complexity:  Work requires analysis and judgment in accomplishing diversified duties. Work requires the exercise of independent thinking within the limits of guidelines, policies, standards and precedents. 

Scope and Effect: The purpose of this position is to plan, organize and direct the activities of the City's Parks and Recreation Department.

Personal Contacts: Contacts are typically with co-workers, elected officials, City employees, other local government officials and the general public.

Purpose of Contacts: Contacts are typically accessed to give and exchange information, resolve problems and provide services.

Physical Demands: The employee is regularly required to perform duties that require manual dexterity.

Job Title: Deputy City Manager of City Services (continued)

Work Environment:  The work is typically performed in an office environment.
Supervisory and Management Responsibility:  This position has direct supervision over seasonal and permanent employees in the Parks and Recreation Department.

Minimum Qualifications:

Bachelor’s degree required in Recreation, Business, Public Administration or related field; Master’s degree preferred; five (5) to seven (7) years of progressive management experience within a professional recreation setting, certified Leisure Professional and certified Youth Sports Administrator desired; valid State of Georgia Driver’s License; equivalent combination education and experience.
 Job Title:  Recreation Program Manager
  Salary Range:  $34,025.00-$52,399.00/Exempt
Job Summary: This position is responsible for coordinating, creating and implementing new and existing programs.  

Major Duties:
· Plans, evaluates and coordinates programs, classes, non-athletic activities and special events, including scheduling facilities, ensuring facilities are set up and scheduling trips;

· Provides direction to and supervises regular, temporary and volunteer staff, including selecting, monitoring, training, scheduling and determining work loads; assists with hiring, disciplinary and evaluation processes; 

· Prepares and monitors the program budget and prepares special reports as required; 
· Assists in the development, recommendation and implementation of goals, objectives, policies, procedures and work standards for the assigned recreation area (s);

· Monitors the day-to-day operations of programs and events, including making site visits, handling and resolving complaints and ensuring that programs and events have required materials and supplies;
· Formulates and organizes program plans and schedules for seasonal and year-round activities such as special events and day and summer camps.
· Creates program flyers, brochures, catalogs and newsletters; 
· Supervises the issuance, use, care and maintenance of recreation supplies and equipment; 

· Works with neighborhood community groups on matters of civic and recreation interest; 

· Attends staff conference and professional meetings; cooperates with voluntary agencies in the area; 

· Performs other related duties as assigned.
Knowledge Required by the Position:

· Knowledge of principles and techniques of directing group, social and recreational activities;
· Knowledge of principles and practices of managing recreational programs for community parks, community centers and/or athletic facilities;
· Knowledge of principles, techniques, methods, supplies and equipment applicable to various recreation programs;

· Knowledge of good public relations practices and principles;

· Skill in coordinating and scheduling the work of temporary and volunteer staff
· Skill in coordinating and scheduling programs, events and activities;
· Ability to lead group games and activities;

· Ability to communicate effectively with children, parents and other staff members;

· Ability to maintain records and create reports;

Job Title:  Recreation Program Manager (continued)

· Ability to supervise subordinate and volunteer work;

· Ability to present ideas and recommendations clearly and concisely, both orally and in writing;

· Ability to plan creative, appropriate activities for all ages;

· Ability to establish and maintain effective working relationships with co-workers, supervisors, parents and children.
Supervisory Controls:  The Parks and Recreation Director assigns work in terms of departmental and program goals and objectives.   

Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a variety of recreational and physical activities.
Scope and Effect: The purpose of this position is to coordinate and implement non-athletic recreation programs.

Personal Contacts: Contacts are typically with program participants, co-workers, parents, children and the general public.

Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors.  Much of the work is physical in nature, including participation in sporting events and games.  The employee may be required to run, walk, jump and lift heavy objects including sports equipment.

Work Environment:  The work is typically performed indoors and outdoors.

Supervisory and Management Responsibility: This position exercises supervision over regular, temporary and volunteer staff.
Minimum Qualifications:

Associate’s degree or two (2) years of course work in Recreation Management or related field required; Bachelor’s preferred; four (4) years of progressively responsible experience in recreation programming or related field; First Aid and CPR certification, valid State of Georgia Driver’s License; equivalent combination of education and experience.

Job Title:  Athletic Manager
  Salary Range:$34,025.00-$52,399.00/Exempt
Job Summary: This position is responsible for planning, organizing and supervising a diversified program of athletics, games and sports for various age groups. 
Major Duties:

· Plans, evaluates and coordinates athletic activities, including scheduling facilities, ensuring facilities are set up and scheduling trips;
· Provides direction to and supervises regular, temporary and volunteer staff, including selecting, monitoring, training, scheduling and determining work loads; assists with hiring, disciplinary and evaluation processes; 

· Prepares and monitors the athletic budget and prepares special reports as required; oversees the bid process for athletic programs; 

· Oversees and assists with the maintenance of lawns at recreational facilities and ball fields;
· Assists in the development, recommendation and implementation of goals, objectives, policies, procedures and work standards for the assigned recreation area (s);

· Monitors the day-to-day operations of athletic activities, including making site visits, handling and resolving complaints and ensuring that programs and events have required materials and supplies;

· Formulates and organizes program plans and schedules for seasonal athletic activities;
· Supervises the issuance, use, care and maintenance of recreation supplies and equipment; 

· Serves on various athletic committees;
· Performs other related duties as assigned.
Knowledge Required by the Position:

· Knowledge of principles and techniques of directing group, social and recreational activities;
· Knowledge of principles and practices of managing recreational programs for community parks, community centers, aquatic centers and/or athletic facilities;
· Knowledge of principles, techniques, methods, supplies and equipment applicable to athletic programs;

· Knowledge of good public relations practices and principles;
· Skill in coordinating and scheduling the work of temporary and volunteer staff;
· Skill in coordinating and scheduling programs, events and activities;
· Ability to lead group games and activities;

· Ability to communicate effectively with children, parents and other staff members;

· Ability to maintain records and create reports;

· Ability to supervise subordinate and volunteer work;

· Ability to present ideas and recommendations clearly and concisely, both orally and in writing;

· Ability to plan creative, appropriate activities for all ages;

Job Title:  Athletic Manager (continued)
· Ability to establish and maintain effective working relationships with co-workers, supervisors, parents and children.
Supervisory Controls:  The Parks and Recreation Director assigns work in terms of departmental and program goals and objectives.   

Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a variety of recreational and physical activities.

Scope and Effect: The purpose of this position is to coordinate and implement athletic recreation programs.

Personal Contacts: Contacts are typically with program participants, co-workers, parents, children and the general public.

Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors.  Much of the work is physical in nature, including participation in sporting events and games.  The employee may be required to run, walk, jump and lift heavy objects including sports equipment.

Work Environment:  The work is typically performed indoors and outdoors.

Supervisory and Management Responsibility: This position exercises supervision over regular, temporary and volunteer staff. 
Minimum Qualifications:

Associate’s degree or two (2) years of course work in Recreation Management or related field required;  four (4) years of progressively responsible experience in recreation programming or related field; First Aid and CPR certification, valid State of Georgia Driver’s License; equivalent combination of education and experience.

Job Title:  Athletic Specialist
  Salary Range:$26,659.00-$41,055.00/Non-Exempt
Job Summary: This position is responsible for assisting with planning, organizing and supervising a diversified program of athletics, games and sports for various age groups. 

Major Duties:

· Plans, evaluates and coordinates athletic activities, including scheduling facilities, ensuring facilities are set up and scheduling trips;
· Oversees and assists with the maintenance of lawns at recreational facilities and ball fields;
· Monitors the day-to-day operations of athletic activities, including making site visits, handling and resolving complaints and ensuring that programs and events have required materials and supplies;
· Assists with maintaining athletic fields and facilities; 
· Formulates and organizes program plans and schedules for seasonal athletic activities;

· Supervises the issuance, use, care and maintenance of recreation supplies and equipment; 

· Serves on various athletic committees;

· Supervision athletic staff in the absence of the Athletic Manager;
· Performs other related duties as assigned.
Knowledge Required by the Position:

· Knowledge of principles and techniques of directing group, social and recreational activities;
· Knowledge of principles and practices of managing recreational programs for community parks, community centers, aquatic centers and/or athletic facilities;
· Knowledge of principles, techniques, methods, supplies and equipment applicable to athletic programs;

· Knowledge of good public relations practices and principles;

· Skill in coordinating and scheduling the work of temporary and volunteer staff;
· Skill in coordinating and scheduling programs, events and activities;
· Ability to lead group games and activities;

· Ability to communicate effectively with children, parents and other staff members;

· Ability to maintain records and create reports;

· Ability to supervise subordinate and volunteer work;

· Ability to present ideas and recommendations clearly and concisely, both orally and in writing;

· Ability to plan creative, appropriate activities for all ages;

· Ability to establish and maintain effective working relationships with co-workers, supervisors, parents and children.
Supervisory Controls:  The Athletic Manager assigns work in terms of departmental and program goals and objectives.   

Job Title:  Athletic Specialist (continued) 
Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a variety of recreational and physical activities.

Scope and Effect: The purpose of this position is to coordinate and implement athletic recreation programs.

Personal Contacts: Contacts are typically with program participants, co-workers, parents, children and the general public.

Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors.  Much of the work is physical in nature, including participation in sporting events and games.  The employee may be required to run, walk, jump and lift heavy objects including sports equipment.

Work Environment:  The work is typically performed indoors and outdoors.

Supervisory and Management Responsibility: None.
Minimum Qualifications:

Associate’s degree or two (2) years of course work in Recreation Management or related field preferred;  two (2) years of progressively responsible experience in recreation programming or related field; First Aid and CPR certification, valid State of Georgia Driver’s License; equivalent combination of education and experience.

Job Title: 
Receptionist
Job Summary: This position is responsible for a wide variety of routine clerical and administrative duties including taking, referring, and handling incoming messages; maintaining manual and computer files; other projects and duties as assigned.  

Major Duties:
· Handles incoming inquiries and requests; answers the telephone; routes and returns telephone calls; filling; types forms and applications; 
· Coordinate calendar events to include planning/scheduling appointments, meetings, and interviews; updates on a regular basis; contact parties involved as appropriated. 

· Distributes daily mail; 

· Responsible for all out-going mail; 

· Maintains confidential documents, reports, correspondence and calls; 

· Files correspondence and other documents; 

· Maintains inventory of departmental supplies and initiates order for new or replacement materials; 

· Processes/posts and maintains logs and maintains logs and reports that must be signed or initiated;

· May collect fees and prepare for depositing;   
· Performs other related duties as required.
Knowledge Required by the Position:
· Knowledge of all City departments, their functions, and contact information.

· Knowledge of departmental policies and procedures;
· Skill in operating modern office equipment;
· Skill in oral and written communications; 

· Ability to handle multiple interruptions and adjustments to priorities throughout the day;
· Ability to multi-task; 

· Ability to use tact and courteousness in dealing with the general public in person or by phone, as well as employees of the various City departments in all types of contacts arising during daily work activities;
· Ability to write reports and business correspondence;
· Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public;
· Ability to understand and carry out oral and written instructions.

Supervisory Controls:  Work is assigned by the Department Director. 

Guidelines:  Guidelines include City and departmental rules and regulations, and city ordinances, policies and procedures. These guidelines are generally clear and specific, but may require some interpretation.

Job Title: 

Receptionist (continued)
Complexity:  The work consists of a variety of administrative and clerical duties.
Scope and Effect: The purpose of this position is to support the efficient operation of the department and City through coordination of a wide variety of administrative and clerical duties.  

Personal Contacts: Contacts are typically with co-workers, vendors, other City employees and the general public.
Purpose of Contacts: Contacts are typically to give and exchange information and provide services.
Physical Demands: The work is typically performed with the employee sitting at a desk.  The employee uses tools or equipment requiring dexterity.
Work Environment:  The work is typically performed in an office.
Supervisory and Management Responsibility:  None.  

Minimum Qualifications:

High School diploma or equivalent; and one (1) year of customer service and/or general administrative experience preferred; any equivalent combination of education and experience.

Job Title:
Custodian 

 Salary Range: $18,947.00-$29,178.00/Non-Exempt
Job Summary: This position is responsible for the general maintenance and cleaning of City facilities. Duties include the routine and regular cleaning sanitizing, sweeping mopping and vacuuming of floors and making minor equipment and facility repairs.  

Major Duties:
· Daily garbage collection and disposal.

· Wet and dry mops floors; vacuums, strips, waxes and buffs floors; operates power-cleaning equipment, mechanical cleaners and polishers and mixes cleaning agents as directed;

· Vacuums, spot-cleans and shampoos carpets; empties and cleans waste receptacles; dusts, waxes, washes and polishes furniture, counters, woodwork and metalwork;

· Cleans and washes windows, walls, windowsills and screens; 

· Cleans restrooms and replenishes supplies; 

· Moves and arranges furniture and equipment as required; 
· Performs basic maintenance repairs on building; 

· Orders and maintains inventory of custodial supplies as directed;

· Cuts grass and maintains grounds as assigned; 

· Perform other related duties as required.

Knowledge Required by the Position:

· Knowledge of, or ability to learn, standard cleaning methods and equipment used in custodial work such as brooms, mops, dust mops, vacuums, scouring devices and wax applicators;

· Ability to understand and carry out oral and written instructions;

· Ability to perform routine, repetitive tasks on a continuous basis;

· Ability to work independently in maintaining a clean and orderly area after a sufficient training period;

· Ability to exert continuous physical effort including frequent bending, walking, manipulating and heavy lifting of equipment.

Supervisory Controls: Department Supervisor assigns work in terms of general instructions.  

Guidelines:  Guidelines include city codes, building codes, city personnel regulations and established practices.  These guidelines are clear and specific, but may require some interpretation in application.

Complexity:  The work consists of a variety of building and facility maintenance duties.

Scope and Effect:  Independently performs work of a recurring and regular nature in accordance with established and well-known policies, procedures and practices. of work 
Job Title:
Custodian (continued)
Progress is checked and instruction is provided on accomplishing work involving unusual problems or the use of unfamiliar equipment.

Personal Contacts:  Contacts are typically with co-workers and city employees.

Purpose of Contacts:  Contacts are typically to give or exchange information, resolve problems, and provide services.

Physical Demands:  The employee frequently lifts light objects and uses tools or equipment requiring dexterity.

Work Environment:  Work is performed primarily indoors using cleaning chemicals that may be potentially hazardous and requires moderate physical effort in using equipment and moving furniture and other heavy items. May perform grounds maintenance work as directed. Utilizes any of the equipment authorized and available to accomplish the work.

Supervisory and Management Responsibility: None.

Minimum Qualifications:

High School Diploma or equivalent. 
Job Title:  Park Maintenance Supervisor
Job Summary: This position assists in planning, organizing, and directing maintenance activities in the Parks Services Division of the Parks and Recreation Department.

Major Duties:

· Supervises and coordinates the maintenance of lawns at recreational facilities and ball fields; 

· Coordinates the maintenance of sports turf fields and prepares fields for play;

· Coordinates and performs plumbing work at restrooms in the repair of gaskets, pipes and replacement of sinks; cleans restrooms and stocks supplies at park and recreational facilities;

· Performs small engine and equipment maintenance; changes oil and blades on mower; sharpens blades;

· Coordinates the assembly and installation of recreational and playground equipment including fences and gates;

· Performs electrical work such as installing light switches, hanging and replacing lights, installing alarms and other low-voltage equipment;

· Supervises, performs and coordinates the operation of light-duty trucks in picking up and delivering materials and supplies and in collecting and removing debris from different locations as assigned;

· Assists in the preparation, construction, and maintenance of new facilities, such as park areas and ball fields, and with the installation of sprinkler systems, fountains and sidewalks;

· Secures bids from vendors and submits paperwork for proper execution and approval;

· Interprets complex blueprints and performs construction techniques to build new amenities, structures, etc.  

· Performs other related duties as required.

Knowledge Required by the Position:

· Knowledge of the geography of the City;

· Knowledge of equipment used in facility and landscape maintenance and its safe and efficient operation; 

· Knowledge of construction techniques and principles;

· Knowledge of safe work methods in traffic;

· Knowledge of City and departmental policies and procedures;

· Ability to understand, interpret and explain laws, regulations and policies governing   road maintenance programs;

· Ability to identify and analyze problems and implement operational changes;

· Ability to carry out oral and written instructions;

· Ability to make decisions and independent judgments;

· Ability to communicate effectively both verbally and in writing;

· Ability to establish and maintain cooperative working relationships with co-workers, other City employees and the general public;

· Ability to determine the appropriate courses of action in emergencies or stressful 

situations.
Supervisory Controls:  Work is assigned by the Parks and Recreation Director in terms of department goals and objectives.  
Guidelines:  Guidelines include City and departmental policies and procedures and Federal and State laws.   

Complexity:  The work consists of a variety of skilled maintenance tasks.

Scope and Effect: The purpose of this position is to plan, organize and direct park and recreation maintenance activities.

Personal Contacts: Contacts are typically with co-workers, public safety officials, engineers, other City employees and the general public.

Purpose of Contacts: Contacts are typically accessed to give and exchange information, resolve problems and provide services.

Physical Demands: The incumbent regularly walks, stands, and stoops; occasionally lifts, carries, pushes, pulls or otherwise moves objects weighing up to 80 pounds; ascends or descends ladders, scaffolding, ramps, poles, and the like; uses tools or equipment requiring a high degree of dexterity; regularly drives a motor vehicle; works for sustained periods of time maintaining concentrated attention to detail; needs to distinguish between shades of color; communicates via radios.

Work Environment:  Work exposes incumbent to conditions such as fumes and dusts. Work exposes incumbent to possible bodily injury from moving mechanical parts of equipment, tools, or machinery; work is performed for sustained periods outdoors and occasionally in hot, cold, or inclement weather; work requires the use of protective devices such as masks, goggles, and gloves; work exposes incumbent to unknown and dangerous conditions.

Supervisory and Management Responsibility:  This position has direct supervision of full-time, part-time, seasonal and inmate crews. 
Minimum Qualifications:

High school diploma or equivalent; three (3) years of progressively responsible maintenance and construction experience; valid State of Georgia Driver’s license and have the ability to obtain CDL within one year of employment; equivalent combination of education and experience. 

Job Title:  Recreation Leader 
Job Summary: This position is responsible for the coordination and leadership of a variety of recreation activities. 

Major Duties:

· Oversees participants and volunteers in a recreation program, activity or facility;
· Maintains program discipline;

· Distributes all equipment and supplies; 
· Accompanies participant groups at special events or on program outings;
· Provides feedback regarding program development and activity schedule;
· Distributes promotional and marketing information and assists the public with questions and problems;
· Opens, closes, secures and maintains a safe program environment and facility; conducts safety checks; administers first aid as required;
· Attends mandatory pre-service and in-service training and meetings;

· Maintain records related to specific activities;
· Performs other related duties as assigned.
Knowledge Required by the Position:

· Knowledge of principles, techniques, methods, supplies and equipment applicable to recreation activities;
· Knowledge of good public relations practices and principles;

· Knowledge of rules and techniques of common sports and games;
· Ability to lead and/or supervise activities;

· Ability to communicate effectively with children, parents and other staff members;

· Ability to maintain records and create reports;

· Ability to supervise subordinate and volunteer work;

· Ability to present ideas and recommendations clearly and concisely, both orally and in writing;

· Ability to establish and maintain effective working relationships with co-workers, supervisors, parents and children.
Supervisory Controls:  The Athletic Manager assigns work in terms of departmental and program goals and objectives.   

Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a variety of recreational and physical activities.

Scope and Effect: The purpose of this position is to assist in coordinating and leading recreation programs.

Personal Contacts: Contacts are typically with program participants, co-workers, parents, children and the general public.

Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors.  Much of the work is physical in nature, including participation in sporting games.  The employee may be required to run, walk, jump and lift heavy objects including sports equipment.

Work Environment:  The work is typically performed indoors and outdoors.

Supervisory and Management Responsibility:  This position oversees the work of volunteers.
Minimum Qualifications:

High School diploma or equivalent; First Aid and CPR certification; valid State of Georgia Driver’s License; equivalent combination of education and experience.

Job Title: Administrative Manager – City Services Division
Job Summary: This position is responsible for performing administrative supervision, personnel management and scheduling, budget administration, per liaison, office coordination, word processing and typing, stenographic, transcription and file maintenance duties for three city departments including the following divisions: Parks and Recreation, Fleet and Property Maintenance, Streets and Solid Waste pickup under the direction of the Deputy City Manager of Parks and Recreation Services. 
Major Duties:

· Coordinates and manages departmental correspondence;

· Organizes and processes payment and fleet maintenance department.
· Assists the Deputy City Manager and administer the various city department budgets as approved.
· Receives inquiries and complaints from public; coordinates with others as necessary.
· Coordinates activities to ensure timely submission of documents or information that may be required of several staff personnel to complete a major project.

· Searches files, gathers facts and compiles a variety of data required for preparation of reports; acts as liaison to expedite the flow of information.
· Composes a variety of letters, memoranda, instructions and other documents on own initiative or from brief notes or verbal instructions;

· Coordinate and maintain department payroll information; collect daily recap sheets; maintain attendance; collect overtime sheets; calculate leave and overtime information;

· Coordinate employee evaluation process; 

· Prepares various weekly and monthly reports; 

· Assists with departmental book keeping activities;
· May oversee the work of receptionists; 
· Attends meetings; types agendas and meeting minutes;

· Performs other related duties as assigned.
Knowledge Required by the Position:

· Working knowledge of the various departments under the “City Services Division”
· Knowledge of or ability to learn the department's rules, regulations, policies and procedures;

· Knowledge of all municipal functions, contacts and activities of various departments; 

· Skill in operating a computer;

· Skill in oral and written communications;

· Ability to learn, understand and apply the concepts, practices and procedures of the department;

· Ability to pay close attention to details; 

· Ability to handle several projects simultaneously; 

· Ability to understand and follow quickly and accurately oral and written instructions;

· Ability to prepare clear and concise reports and maintain accurate records;

· Ability to maintain alphabetical and chronological files;

· Ability to establish and maintain effective working relationships with city employees and the general public.

Supervisory Controls:  Work is performed under the direct supervision of the Deputy City Manager of Parks, Recreation and Services. 
Guidelines:  Guidelines include City and departmental policies and procedures and applicable ordinances.

Complexity:  The work consists of a variety of administrative and clerical duties.
Scope and Effect: The purpose of this position is to support the efficient operation of the assigned department through coordination of a wide variety of administrative and clerical duties.  

Personal Contacts: Contacts are typically with department heads, co-workers, vendors, other City employees and the general public.
Purpose of Contacts: Contacts are typically to give and exchange information and to provide services.
Physical Demands: The work is typically performed with the employee sitting at a desk.  The employee uses tools or equipment requiring dexterity.  

Work Environment:  The work is typically performed in an office.
Supervisory and Management Responsibility:  This position is responsible for the supervision of department staff under the City Services Division.
Minimum Qualifications:

Associate’s degree or two (2) years of college coursework; three (3) years of progressively responsible administrative work, with some experience in the public sector preferred; equivalent combination of education and experience.

Job Title:  Concession Coordinator 

 Salary Range: $21,933.00-$33,777.00/Non-Exempt
Job Summary: This position is responsible for performing routine administrative, supervisory and clerical work in the operation of the concession stand, receiving money from the public, providing customer assistance, bookkeeping, inventory and stocking supplies.

Major Duties:

· Oversees the day-to-day management of concessions workers and concessions operations; establishes standard operating procedures and policies; monitors work in progress to assure quality and policy compliance; participates in the hiring process; performs or coordinates the preparation of work schedules and shift assignments; conducts regular staff meetings to teach and train concessions staff; manages operations to minimize risk and liability concerns; collects and submits staff time cards for payroll;
· Conducts inventory; determines the type and quantity of products needed to effectively operate the concession stands; 
· Checks the proper maintenance of the equipment in concessions and records as required;
· Coordinates and monitors daily cleaning of concessions area; develops cleaning routine and checklist of tasks to assure clean and sanitary operations; assures compliance with health department regulations;
· Performs cashier duties and other assigned duties as needed;
· Prepares, sells, service food items to internal and external customers; 
· Exhibits a high degree of customer service skills and positive attitude with staff and customers at all times;
· Performs other related duties as assigned.

Knowledge Required by the Position:

· Knowledge of or ability to operate food preparation machines;
· Knowledge basic mathematics related to cashiering and changing money; basic interpersonal communication skills; 

· Ability to supervise, instruct, assign and evaluate subordinate personnel;
· Ability to operate cash register; 

· Ability to establish and maintain effective working relationships with employees, young people and adults;
· Ability to communicate effectively, verbally and in writing.
Supervisory Controls:  The Parks and Recreation Director assigns work in terms of general instructions.    

Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a variety of routine administrative and clerical work 
Job Title:  Concession Coordinator (continued)

in the operation of the concession stand.

Scope and Effect: The purpose of this position is to ensure the effective and efficient operation of the concession stands in the City of Villa Rica. 
Personal Contacts: Contacts are typically with co-workers, vendors and the general public. 
Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors. The employee may be required to walk, jump and lift heavy objects.
Work Environment:  The work is typically performed in an office or concession stand. 
Supervisory and Management Responsibility:  This position is responsible for supervising part time staff. 
Minimum Qualifications:

High School diploma or equivalent; one (1) year of food service experience required; equivalent combination of education and experience.

Job Title:  Museum Coordinator 

  Salary Range:$21,933.00-$33,777.00/Non-Exempt
Job Summary: The purpose of this position is to ensure that visitors have an enjoyable and informative experience at the City museum. 
Major Duties:

· Ensures that visitors receive a friendly welcome to the Museum;
· Conducts tours of the museum; to assist in the interpretation of museum collections and exhibits to the public;
· Collects entrance fees from guest and performs cashier duties;
· Assists with museum maintenance activities as necessary; 

· Performs other related duties as assigned.

Knowledge Required by the Position:

· Knowledge of museum practices and methods; 
· Knowledge basic mathematics related to cashiering and changing money; basic interpersonal communication skills; 

· Ability to operate cash register; 

· Ability to establish and maintain effective working relationships with employees, young people and adults; 
· Ability to make public presentations regarding historical information; 

· Ability to provide excellent customer service to guest; 
· Ability to communicate effectively, verbally and in writing.

Supervisory Controls:  The Museum Manager assigns work in terms of general instructions.    

Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of a customer service and clerical tasks. 
Scope and Effect: The purpose of this position is to assist with museum functions to ensure that visitors have an enjoyable and informative experience.
Personal Contacts: Contacts are typically with co-workers, vendors and the general public. 

Purpose of Contacts: Contacts are typically accessed to give and exchange information and provide services.

Physical Demands: The work is performed both indoors and outdoors. The employee may be required to walk, jump and lift heavy objects.

Work Environment:  The work is typically performed in a museum setting.

Job Title:  Museum Coordinator (continued)

Supervisory and Management Responsibility:  None. 

Minimum Qualifications:

High School diploma or equivalent; one (1) year customer service experience required; equivalent combination of education and experience.

Job Title:  Museum Manager

Job Summary: This is an administrative and supervisory position that is responsible for ensuring that visitors have an enjoyable and informative experience at the City museum. 
Major Duties:

· Oversees the day-to-day management of the museum workers and museum operations; establishes standard operating procedures and policies; monitors work in progress to assure quality and policy compliance; participates in the hiring process; performs or coordinates the preparation of work schedules and shift assignments; conducts regular staff meetings to teach and train museum staff; manages operations to minimize risk and liability concerns; collects and submits staff time cards for payroll;
· Ensure that all security and emergency procedures are adhered to;
· Ensures that visitors receive a friendly welcome to the Museum;
· Conducts tours of the museum; assists in the interpretation of museum collections and exhibits to the public,
· Manages the collection entrance fees from guest;
· Assists with museum maintenance activities as necessary; 

· Performs other related duties as assigned.

Knowledge Required by the Position:

· Knowledge of museum practices and methods; 
· Knowledge basic mathematics related to cashiering and changing money; basic interpersonal communication skills; 

· Ability to operate cash register; 
· Ability to supervise, instruct, assign, and evaluate subordinate personnel;
· Ability to establish and maintain effective working relationships with employees, young people and adults; 

· Ability to make public presentations regarding historical information; 

· Ability to provide excellent customer service to guest; 
· Ability to communicate effectively, verbally and in writing.

Supervisory Controls:  The Parks and Recreation Director assigns work in terms of general instructions.    

Guidelines:  Guidelines include departmental and program policies and procedures.  

Complexity:  The work consists of supervisory, customer service and clerical tasks. 

Scope and Effect: The purpose of this position is to supervise the daily operations of the museum to ensure that visitors have an enjoyable and informative experience.
Personal Contacts: Contacts are typically with co-workers, vendors and the general public. 

Purpose of Contacts: Contacts are typically accessed to give and exchange information. 
and provide services.

Physical Demands: The work is performed both indoors and outdoors. The employee may be required to walk, jump and lift heavy objects.

Work Environment:  The work is typically performed in a museum setting.

Supervisory and Management Responsibility:  This position is responsible for supervising museum staff and volunteers. 
Minimum Qualifications:

High School diploma or equivalent; college course work in history preferred; three (3) years of museum, customer service or related experience required; equivalent combination of education and experience.

Job Title:  Athletic Maintenance Technician
Job Summary:  This position is responsible for performing a variety of technical tasks in the maintenance of all athletic facilities and fields.
Major Duties:

· Performs various facilities maintenance duties including the preparation of baseball fields by re-sodding and leveling the base paths, raking and packing mounds 

      and batter’s boxes,  cutting grass, dragging fields, marking of bases and chalking 
      infield lines; 
· Operates a variety of tools and equipment including power tools, lawn mowers, trucks and tractors;
· Ensures the safety all park facilities; performs general maintenance and repair to park facilities as required; 

· Maintains and repairs equipment; 
· Assist with other City maintenance and custodial duties as necessary;  
· Performs other related duties as assigned.

Knowledge Required by the Position:  


· Knowledge of City and department policies and procedures;

· Knowledge of how to prepare athletic fields and facilities for games and other activities; 

· Knowledge of safety rules and regulations;

· Knowledge of the material commonly used in construction, maintenance and repair of park facilities;

· Knowledge of the occupational hazards and safety standards and practices applicable to work being conducted;

· Skill in the operation, maintenance, and routine repair of equipment;

· Skill in performing various manual labor assignments as needed; 

· Ability to perform parks maintenance activities; 

· Ability to perform general equipment/tool maintenance duties;

· Ability to interpret instructions and efficiently carry them out with general 

· supervision;

· Ability to perform tasks involving heavy manual labor;

· Ability to communicate effectively with co-workers, the general public and members of diverse cultural and linguistic backgrounds. 

Supervisory Controls:  The Athletic Manager assigns work.  Work is spot-checked in progress and reviewed when completed for accuracy, nature and propriety of the final

results.     

Guidelines:  Guidelines include City and departmental safety policies and procedures, as well as supervisory instructions.  These guidelines are clear and specific, but may require some interpretation in application.

Complexity:  The work consists of related athletic field and facilities maintenance duties. 
Scope and Effect:  The purpose of this position is to perform athletic field and facilities maintenance activities. Successful performance helps ensure safe and efficient park services, as well as a positive public image for the City.

Personal Contacts:  Contacts are typically with co-workers and the general public.

Purpose of Contacts:  Contacts are typically accessed to exchange information and provide services.

Physical Demands:  The work is typically performed with the employee intermittently sitting, standing, walking, bending, crouching or stooping.  The employee must frequently lift light and heavy objects, equipment and material, climb ladders and use tools or equipment requiring a moderate degree of dexterity.   

Work Environment:  The work is typically performed outdoors.  The employee may be exposed to noise, dust, dirt, irritating chemicals, machinery with moving parts and occasional hot, cold or inclement weather.  This work may require the use of protective devices such as masks, goggles or gloves.

Supervisory and Management Responsibility:  None.

Minimum Qualifications:

High School diploma or equivalent; one (1) year of grounds maintenance experience preferred; equivalent combination of education and experience.
