
Open Position:  

Parks & Recreation Superintendent 

Parke County, Indiana  

Main Facility – Rockville Lake Park 

General Description: 

Parke County Parks & Recreation Board is seeking a highly motivated individual to continue progress at Rockville Lake 

Park. This 400 acre county facility offers camping, fishing, and other outdoor leisure opportunities. 102 acre Rockville 

Lake is regionally recognized as a pan-fishing hotspot and attracts visitors from across Indiana and Illinois. The camping 

facility offers AA, modern, primitive camping, and two camping cabins, two shower houses, and a variety of outdoor 

amenities. Implementation of a five year master plan, innovative marketing efforts, leadership, community involvement, 

and capital improvements have assisted with an annual increase in revenue and facility users.   

Job Functions: 

Prepares, presents, and administers an annual operating budget of $300,000. Plans and directs the department within 

budgetary limitations while displaying interests and full utilization of available facility. Develops, recommends and 

implements departmental policies, procedures, regulations and work priorities. Directs and develops long- and short 

range plans for department operations and capital improvements through facility master and strategic plan.  

Leads and manages up to fifteen seasonal personnel. Conducts bi-weekly payroll and weekly schedules of maintenance, 

gatehouse, and security personnel, along with event and special interest volunteers. 

Assists with management and maintenance of facility grounds. Including basic ground-keeping, functional landscaping, 

wildlife and environmental plantings, and light construction.  

Manages and assists with ordering of concessions and operational supplies.  

Develops, coordinates, and facilitates facility events and programs.  

Conducts park board meetings relaying all pertinent information to the governing board.  

Meets with civic, social and other special interest groups to establish community partnerships. Represents the agency on 

boards and committees and attends various meetings and functions to present, explain and promote agency programs 

and initiatives. 

Starting salary ranges from $30,000 - $33,000, depending on experience. Excellent Benefits: Housing & utilities are also 

included with position for $50/month (must live on property).   

Qualified Candidates must possess a Bachelor Degree from an accredited college in Parks & Recreation Management or 

related field with at minimum 2 years supervisory and facility maintenance experience or at least ten years of 

management experience in the related field. Experience in programming and event coordinating is also highly beneficial.  

For more facility information visit www.rockvillelake.com or email Greg Mitchell at rockvi@rockvillelake.net 

To apply: Please send resume and references to: 

828 N. Marshall Rd 

Rockville, Indiana 47872  

Or email to rockvi@rockvillelake.net 

Application deadline is December 27th. 

http://www.rockvillelake.com/
mailto:rockvi@rockvillelake.net


Parke County Parks & Recreation Superintendent 

 

Department: Parks & Recreation 

Persons served by this position: 

Park Customers: Directly 

Park Employees: Directly 

Park Board: Directly  

External customers include but not limited to: vendors, contractors, Parke County Auditors, Parke 

County Treasurers, State Board of Accounts, and county, state, or federal compliance officers. 

 

Objectives In Serving Customers: 

Plan the modifications and improvements of the park facility, lake, and grounds with effective and 

consistent communications in the daily work of the Park Manager. Foster decision making participation 

of employees when they are involved in operational and developmental functions of the park.  

Provide through appropriate personnel, contractors or Board members the specialized knowledge 

needed for the planning, development, and the operations of the park and its employees. First, by 

supervising personnel and accepting accountability for the quality, quantity, and safety of the work they 

perform. Secondly, by providing the park customers the safety, cleanliness, and wholesome 

environment in which they are paying to receive. Thirdly, by serving the overall objectives and request 

of the Park Board members. To keep them informed and updated on the general financial, supervisory, 

maintenance, and long range planning of the park’s operations.  

Responsibilities In Serving Customers: 

Operational 

Directs and monitors maintenance crews, gatekeepers, and security. Ensures work is completed in the 

most efficient manner with adherence to safety rules and practices. Evaluates these safety practices and 

recommends need for addition use and safety equipment by periodically inspection and observing work 

activities to ensure compliance.  

Evaluates the needs and resources of the park and lake to meet the needs of the customers served, in a 

manner consistent with providing continuous quality service to the customers. Implements both long 

and short range plans and projects. 

Prepares, plans, and monitors employee performance and keeps the Park Board members informed of 

the important matters which must be handled at that level; particularly recurring problems and serious 

issues affecting the operational efficiencies or safety concerns.  

 



Administrative: 

Must possess or quickly obtain knowledge of computer software, PCI compliance, Merchant Services. 

Maintain confidentiality with all business data concerning the customers and park employees. 

 Capability of writing and providing policies to both customers and employees. Keeps current and 

informed on policies, rules, regulations, and other matters relating to the assigned work. Keep current 

and informed on Parks & Recreation rules and policies, ADA compliance issues, Environmental 

Resources.  

Reports annually to the county council and commissioners. Reports bi-annually to the Little Raccoon 

Conservancy District. Performs project management duties, including preparation of activities, progress 

reports regarding assigned work. Activity/event budget analysis.  

Must be capable of researching, writing, and following a five year master facility plan. 

Actively seeks grants and various forms of fundraising. 

Contributes to the overall objectives by completing other business related duties as requested.  

 

Teamwork: 

Participates as an active team member in the following ways: 

- Attends board meetings 

- Shows respect for the board members, employees, and county affiliates 

- Encourages feedback 

- Assists in accomplishing  goals and objectives 

- Contributes insights and opinions 

 

Customer Service: 

Demonstrates empathy and responsiveness to internal and external customer needs by timely, 

delegating if necessary, and following through on customer satisfaction. Is subject to any and all 

necessary work hours for the purpose of providing immediate response to customer satisfaction and 

safety concerns.  

 

Supervisory: 

Fulfills supervisory responsibilities including but not limited to planning, scheduling, delegating, 

coaching, counseling, and teaching; support the park business policies, procedures, and practices 

relative to supervisory responsibilities.  

Displays a participative style by encouraging constructive handling of conflict, providing and accepting 

feedback. Encourages personnel to use creativity in an effort to find ways to eliminate unnecessary 

tasks and to streamline others. Assists employees in seeing how park goals are best accomplished. 



Takes genuine interest in the development of employees who report to him/her. Conveys feeling of 

respect for all employees and encourages the same in others. Leads employees into and through park 

projects.  

 

Supervises: 

Directly supervises maintenance crews, gate keepers, and security. 

 

Reports To: 

Parke County Park Board Members and Little Raccoon Conservancy District. 

 

Position Requirements: 

BA degree in Parks & Recreation or related field; or equivalent field experience in related field for 

minimum of ten years.  

Ability to obtain and retain a current Indiana driver’s license. 

Basic computer skills along with the desire to expand these skills 

Ability to obtain and retain a valid Red Cross Certification in First Aid/CPR 

 

Preferred Professional Skills: 

Excellent Verbal and written communication skills 

Strong leadership and teamwork ability 

Ability to interact and relate effectively with public, employees, board members, and county affiliates 

 

Physical Capabilities For This Working Environment: 

Works Outside (80%) with some physical exertion during seasonal time of park’s operations. Works 

inside (20%) with paper work duties during the seasonal time of park’s operations. These percentages 

are reversed for the inside/outside work environment during the off seasonal time of park’s operations. 

The ability to work with mower, tractors, chain saws, and other various tools and equipment while 

maintaining a safety conscious procedures and work habits. Ability and willingness to work in all 

weather conditions and natural environments. 

 

 

 



Position FLSA Status: 

Exempt (non-eligible for overtime compensation) 

 

Position Compensation: 

Salary, pay periods accordance to Parke County Auditor’s procedure.  Housing & Utilities are also 

included with position for $50/month (superintendent must live on property) 

 

Comments: 

This position description is not intended to be all inclusive. An employee will also be expected to 

perform other reasonably related business duties as assigned by the Park Board. The Parke County park 

board reserves the right to revise or change the job responsibilities as the need arises. This position 

description does not constitute a written or implied contract of employment.  

 

Adopted  

March 2015 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Task List for Parks & Recreation Superintendent 

- Patrol Park on a regular basis 

- Enforce camping rules and policies  

- Collect park fees and deposit daily to Old National Bank (daily deposit is required by law) 

- Deliver two checks along with Collection Reports monthly to the county Auditor and Treasurers 

office. 

- Continually keep a risk assessment and repair any items that need attention. Record and report to 

the Board of these assessments.  

- Maintain all time cards and furnish the Auditor with time sheets 

- Complete all claims by the designated due date set by the county. Deliver claims monthly to the 

Auditors office for payment. Assess monthly budget status to ensure adequate funding is 

appropriated to pay claims.  

- Develop a yearly budget with the Board 

- Work with the Board on long range plans. Assist in seeking special grant funds. 

- Set annual goals and objectives. Make sure staff understand and comprehend direction. 

- Prepare and budget for large park projects during the off season. 

- Develop, promote, and manage a well-rounded comprehensive recreation program for all ages. 

- Perform staff duties if they are absent. 

- Advertise each year for park employees. Must be advertised a minimum of two weeks.  

- Supervise any court trustee working 

- Assist Board with obtaining sponsorship and community assistance. 

- Routinely check locks on restrooms, boats, barn, fuel tanks, and gatehouse. 

- Routinely check for water leaks.  

 

 

 

 

 

 

 

 

 

 

 

 



 

TERMS OF AGREEMENT FOR PARKS & RECREATION SUPT. POSITION 

I have received, read, and understand the duties and responsibilities listed in the Parks & Recreations 

Supt. position description. I understand that I will live in the home on the park property and pay the first 

week of each month the amount designated by the Parke County Commissioners. Utilities consisting of 

electricity, eating fuel, water, and internet will be paid by the park department. I understand that the 

park has made available two pick-up trucks for the use of park business by either myself or any 

designated, licensed driver who is employed by the park. I understand that I am personally responsible 

for any/all personal belongings or valuables while I reside in the house and that It is my responsibility to 

obtain renter’s insurance to cover any loss or damage of my personal property. 

 

 

Parke County Parks & Recreation Supt. 

 

Date 

 

 

Parke County Park Board President 

 

Date 

 

 

 

 

 

 

 

 

 

 

 



 


