

City of Villa Rica 		Class Specifications
Job Title:  Program Leader
  
Job Summary: This position is responsible for the coordination and leadership of a variety of program activities. 

Major Duties:
· Oversees participants and volunteers in a recreation program, activity or facility;
· Coordinates department events and activities;
· 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 volunteer workers;
· 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 Program 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. 
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