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Job Title:  Athletics Manager

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;

· 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.




