
 

ASSISTANT PARK MANAGER 

(2 POSITIONS AVAILABLE) 
 

Posting Number: #19-041 

  

Annual Salary: $47,529.94 (Step 1) - $63,663.65 (Step 6) 

              

Application Deadline: 11:59 PM Sunday, March 3, 2019 

 

Required Documents: Resume, Cover Letter, Transcripts and Application 

 

Apply at: 

https://selfservice.ingham.org/MSS/employmentopportunities/default.aspx 

 

 

 
General Summary:     

Under the supervision of the Park Managers or Director, assists with the supervision of and performs 

the work necessary to operate and maintain the County Parks System.  Acts as the Relief Manager in the 

absence of the Park Manager.  Duties include, but are not limited to, supervision of seasonal employees, 

volunteers, recruitment and activities, nature and recreation programming, stewardship, special events, 

sponsorships/partnerships,  community  service  workers,  and  inmate  crews,  overseeing  and  

participating  in visitor assistance, rule and regulation enforcement, landscaping and fertilization, 

building and equipment repair and upkeep, department-operated revenue fund activities, and other 

required duties. Functions as a working foreperson during the off season, performing tasks related to 

winter sports operations maintenance and construction operations. Serves as supervising winter sports 

manager for all tube/snow hill operations in the absence of the manager. May be required to report to 

the Director as assigned to perform administrative tasks 

 

Essential Functions:   

1. In the absence of the Park Manager is responsible for the day-to-day management of the park(s) 

as assigned. 

 

2. Assists with the supervision of seasonal, volunteers, community service workers, inmate crews, 

and occasionally full-time employees engaged in park maintenance and operational activities.  

Assists with scheduling of work, provides training and supervision for seasonal and full-time 

employees, as warranted. 

 

3. Performs and assists with the assignment and supervision of maintenance and repair activities 

such as mowing, trimming, clearing of trees and brush, sign repair, aeration, fertilization, etc. 

 



4. Performs and assists with the assignment and supervision of maintenance and repair work on 

park buildings, structures, and equipment including roofing, painting, plumbing repairs, carpentry 

and other areas of general maintenance. 

 

5. Assists park police in the enforcement of rules and regulations during the summer months.  Takes 

lead in the enforcement and initial contact of enforcement of all park rules and regulations during 

the non-summer months. 

 

6. Takes lead or assists with volunteer recruitment and activities, nature and recreation 

programming, stewardship, special events, and sponsorships/partnerships. 

 

7. Assists with monitoring reservations.  Oversees snack bar, rentals, and other revenue activities. 

8. Assists with accounting for all monies collected and maintains other records such as equipment 

and material inventory, employee attendance, car counts, etc. 

 

9. Functions as a Crew Leader during the off season, performing tasks related to winter sports and 

other maintenance and construction activities.  In the absence of the Park Ranger responsible for 

all types of skilled trades and duties typically performed by the Park Ranger position that talents 

and skills allow for. 

 

10. Assists in the operation and supervises all snow making equipment; snow making is a 24/7 

operation starting Mid-November to March, and facilities and staffing to provide and maintain 

snow and all facilities operations (magic carpet, tubes, etc.) of the tube/snow hill throughout the 

annual season 

 

11. May be required to assist the Park Director with administrative duties. 

 

Other Functions: 

▪ Performs other duties as assigned. 

▪ Must adhere to departmental standards in regard to HIPAA and other privacy issues. 

▪ During a public health emergency, the employee may be required to perform duties similar to, but 

not limited, to those in his/her job description. 

 

(An employee in this position may be called upon to do any or all of the above tasks. These examples do not 

include all of the tasks which the employee may be expected to perform.) 

 

Employment Qualifications: 

 

Education:  Bachelor’s degree in any field.  A degree in Parks and Recreation Administration preferred. 

 

Experience:  A minimum of three years of experience in parks operations, services or a related field is 

required.  Prior experience operating and maintaining a splash pad preferred.  

   

Other Requirements:   

▪ Ability to obtain a State License as a Pesticide Applicator is required within six months of hire date. 

▪ Ability to obtain Professional Food Manager Certification within six months of hire date. 

▪ Ability to obtain a National Playground Safety Inspector Certification within six months of hire date. 

▪ Ability to be trained to operated and maintain a splash pad within six months of hire date. 



▪ Must possess and maintain a valid State of Michigan Motor Vehicle Operator’s License 

 

(The qualifications listed above are intended to represent the minimum skills and experience levels 

associated with performing the duties and responsibilities contained in this job description.  The 

qualifications should not be viewed as expressing absolute employment or promotional standards, but as 

general guidelines that should be considered along with other job-related selection or promotional criteria)              

  

Working Conditions:  

1. This position works in both an indoor and outdoor environment.  While indoors, there is no planned 

exposure to notable lights, noises, odors, temperatures or weather conditions.  While outdoors, 

exposure to lights, noises, odors, temperatures or weather conditions cannot be controlled and may 

be extreme. 

2. This position operates a variety of vehicles including cars, trucks, tractors, forklifts, cranes, hoists, 

bucket trucks, etc.   

3. This position operates non-powered hand tools such as utility knives, hammers, pliers, wrenches, 

screwdrivers, chisels, saws, etc.   

4. This position operates power hand tools such as drills, sanders, grinders, staple guns, chainsaws, air 

compressors, mowers, etc.   

5. This position is exposed to variety of hazards such as traffic, moving vehicles, moving mechanical 

parts, electrical current, slippery surfaces, chemicals, cleaning solutions, oils, hazardous materials, etc. 

 

6. This position is exposed to air quality conditions such as fumes, odors, dusts, mists, gases, poor 

ventilation, etc.   

7. This position is exposed to noise levels which require shouting in order to be heard.  

8. This position is exposed to vibrations and oscillating movements. 

9. This position is required to travel for meetings and appointments.  

10. This position is provided, and required to use, Personal Protection Equipment to minimize the risks 

associated with the working conditions listed above.    

 

Physical Requirements:  

▪ This position requires the ability to sit, stand, walk, traverse, climb, balance, twist, bend, stoop/crouch, 

squat, kneel, crawl, lift, carry, push, pull, reach, grasp, handle, pinch, type, endure repetitive 

movements of the wrists, hands or fingers.   

▪ This position’s physical requirements require regular stamina in sitting, climbing, balancing, 

stooping/crouching, squatting, kneeling, crawling, pushing, pulling, reaching, grasping, handling, 

pinching and typing 

▪ This position’s physical requirements require continuous stamina in standing, walking, traversing, 

twisting, bending, lifting, carrying, and enduring repetitive movements of the wrists, hands or fingers 

▪ This position performs heavy work requiring the ability to exert more than 80 pounds of force in the 

physical requirements above.  

▪ This position primarily requires medium visual acuity to perform tasks at arm’s reach such as 

operating machinery, operating vehicles or heavy equipment, performing cleaning tasks, etc.   

▪ This position requires the ability to communicate and respond to inquiries both in person and over 

the phone. 

▪ This position requires the ability to operate a PC/laptop and to enter & retrieve information from a 

computer. 

▪ This position requires the ability to handle varying and often high levels of stress. 

 



(This job requires the ability to perform the essential functions contained in this description.  These include, 

but are not limited to, the requirements listed above. Reasonable accommodations will be made for 

otherwise qualified applicants unable to fulfill one or more of these requirements.) 

 

 

   

May 2018 

Updated January 2019 

ICEA Parks 

Pay Scale: Assistant Park Manager 

 

 


