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City of St. Marys 
POSITION DESCRIPTION 

 
Position Title:  Recreation Director     Salary Range: DOQ 
Department:  Recreation Department    
 
GENERAL PURPOSE    
 
Performs a variety of complex professional and administrative work in planning, developing, scheduling, directing and 
implementing various recreation programs, as well as a variety of unskilled and semi-skilled tasks in the maintenance and 
operation of buildings and ball fields. 
 
SUPERVISION RECEIVED:  
 
Works under the direct supervision of the City Manager. 
 
SUPERVISION EXERCISED  
 
Directly supervises part-time, contracted or seasonal personnel directly including field maintenance personnel, officials and 
score keepers. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
Plans, coordinates and directs a diversified year-round, city-wide recreation program, including advertising programs, 
collecting registration fees, scheduling practice times, games and activities, and recruiting and advising coaches. 
 
Coordinates the recreation program with outside organizations such as the school district and various community-based 
organizations, and participates as the city’s league representative for volleyball, softball and baseball.  
 
Reviews program areas, implements changes or new programs to meet recreational needs of the community. 
 
Provides advice and serves as staff support to the Recreation Board as required, including attending monthly meetings. 
 
Maintains harmony among coaches and parents, and resolves grievances; performs or assists those supervised in 
performing duties. 
 
Assists in the preparation of the recreation budget, monitors revenues and expenditures, and assures effective and efficient 
use of budgeted funds, personnel, materials, facilities, and time for all areas under the recreation department.  
 
Supervises the control of, and is responsible for, all materials and supplies used in the maintenance of ball fields and 
equipment used in the recreation programs, including ordering all new and replacement equipment and uniforms within 
appropriate policies and procedures. 
 
Prepares cost estimates to plan and provide for improvements in the park facilities.  
 
PERIPHERAL DUTIES 
 
Provides information to the City Manager and City Commission as needed. 
 
DESIRED MINIMUM QUALIFICATIONS 
 
Education and Experience 
(A)  Graduation from high school or GED equivalent. 
(B)  Experience involving the use of the types of equipment used in the recreation programs. 
(C) Experience in parks and recreation programs and athletic contests and programs, including scheduling. 
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Necessary Knowledge, Skills and Abilities: 
(A) Knowledge of equipment and facilities required in park and recreation program; knowledge of the practices of  

maintenance and use of public buildings and park facilities;  
(B) Knowledge of recreation activities including organization and rules of athletic contests and programs. 
(C)  Skill in operation of listed tools and equipment. 
(D)  Ability to plan, organize, coordinate and implement a park and recreation program; ability to communicate 

effectively, verbally and in writing; ability to establish and maintain effective working relationships with 
employees, supervisors, other agencies, and the public. 

(E) Ability to supervise youth workers. 
 
SPECIAL REQUIREMENTS  
 
(A) Able to drive four-wheel motorized vehicle used to prepare ball fields. 
(B) Telephone in working condition at his or her residence. 
(C) Able to meet any department regulations and policies. 
 
TOOLS AND EQUIPMENT USED 
 
Personal computer, including word processing software; calculator; copy and fax machine; phone; mobile or portable radio; 
score board panel; janitorial equipment including vacuums, mops and brooms. 
 
PHYSICAL DEMANDS 
 
The physical demands described here 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.  
  
While performing the duties of this job, the employee is regularly required to use hands to handle, feel or operate objects, 
tools, or controls and reach with hands and arms. The employee frequently is required to stand and talk or hear. The 
employee is occasionally required to walk; sit; climb or balance; stoop, kneel, or crouch; and taste or smell. Hand-eye 
coordination is necessary to operate computers and office equipment. 
 
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 100 pounds. 
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception, and the ability to adjust focus. 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee encounters while performing 
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.  
 
While performing the duties of this job, the employee occasionally works near moving mechanical parts or in outside 
weather conditions. The employee is occasionally exposed to wet and/or humid conditions, fumes, toxic or caustic 
chemicals. 
  
The noise level in the work environment is usually quiet while in the office, and noisy when in the field. 
 
SELECTION GUIDELINES  
 
Formal application, rating of education and experience; oral interview and reference check; job related tests may be 
required.  
 
The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission 
of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and employee and is subject to 
change by the employer as the needs of the employer and requirements of the job change.  
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