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Job Title:  Director of Parks and Recreation 
Department:  Parks and Recreation 
Reports To:  Parks and Recreation Board  
FLSA Status:  Exempt 
Last HR Review:  September 2018 

 
Principal Function: The Director of Parks and Recreation is responsible for overseeing the 
day-to-day operations of the Parks and Recreation Department. 
 
Essential Duties and Responsibilities: Duties include but are not limited to: 

1. Develops and proposes the annual operations plan and departmental budget. 
2. Prepares the annual report and presents to the Parks and Recreation Board. 
3. Oversees the planning, scheduling and supervision of diversified recreation programs to 

include: assessing resident needs and/or interests, developing long-range plans, 
procuring and utilizing volunteers, evaluating programs and recommending new 
programs and activities. 

4. Ensures the proper reporting for various detailed records to include: activity schedules, 
participation and/or attendance records, fee receipts, accident and/or injury reports, and 
problem reports. 

5. Ensures that the public adheres to the Parks and Recreation Department rules, 
regulations and City ordinances. 

6. Responds to public complaints and inquiries providing information and resolving issues, 
as requested. 

7. Writes grants to secure funding, as needed. 
8. Services or performs minor repairs on park equipment or notifies the appropriate 

personnel of any repairs which must be performed contractually or by other 
departments. 

9. Sprays pesticides throughout the park system to control insects and weeds. 
10. Shovels and removes snow and treats for ice, as needed. 
11. Acts as back-up for the Administrative Assistant/Program Director and Park Attendant, 

as needed.  
 
Supervisory Responsibilities: Supervises the Administrative Assistant/Program Director, Park 
Attendant, Desk Attendant, and Janitor. Employee carries out supervisory responsibilities in 
accordance with the City’s policies and applicable laws. Responsibilities include interviewing, 
hiring, and training employees; planning, assigning, and directing work; scheduling and 
approving time worked; appraising performance; rewarding and disciplining employees; 
addressing complaints and resolving problems.   
 

Qualifications: To perform this job successfully, an individual must be able to perform each 
essential duty according to the requirements of the organization. The requirements listed below 
are representative of the knowledge, skill, and/or ability required. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential duties and 
responsibilities. 
 

City-Related Competencies: To perform this job successfully, all employees working in the 
City should demonstrate the following competencies: 

• Ethics – Treats people with respect; Keeps commitments; Inspires the trust of others; 
Works ethically and with integrity; Upholds organizational values. 
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• Motivation – Sets and achieves challenging goals; Demonstrates persistence and 
overcomes obstacles; Measures self against a standard of excellence; Takes calculated 
risks to accomplish goals. 

• Teamwork – Balances team and individual responsibilities; Exhibits objectivity and 
openness to others’ views; Gives and welcomes feedback; Contributes to building a 
positive team spirit; Puts success of team above own interests; Able to build morale and 
group commitments to goals and objectives; Supports everyone’s efforts to succeed.  

• Professionalism – Approaches others in a tactful manner; Reacts well under pressure; 
Treats others with respect and consideration regardless of their status or position; 
Accepts responsibility for personal actions; Follows through on commitments. 

• Attendance/Punctuality – Is consistently at work and is on time; Ensures work 
responsibilities are covered when absent; Arrives at meetings and appointments on time.  

 
Job-Related Competencies – To perform this job successfully, employees in this job should 
demonstrate the following competencies: 

• Strategic Thinking - Develops strategies to achieve organizational goals; Understands 
organization's strengths and weaknesses; Analyzes market and competition; Identifies 
external threats and opportunities; Adapts strategy to changing conditions. 

• Leadership - Exhibits confidence in self and others; Inspires and motivates others to 
perform well; Effectively influences actions and opinions of others; Accepts feedback 
from others; Gives appropriate recognition to others. 

• Project Management - Develops project plans; Coordinates projects; Communicates 
changes and progress; Completes projects on time and budget; Manages project team 
activities. 

• Cost Consciousness - Works within approved budget; Develops and implements cost 
saving measures; Contributes to profits and revenue; Conserves organizational 
resources. 

• Quality Management - Looks for ways to improve and promote quality; Demonstrates 
accuracy and thoroughness. 

• Oral and Written Communication – Speaks clearly and persuasively in positive or 
negative situations; Listens to others without interrupting; Keeps emotions under control; 
Remains open to others’ ideas and tries new things; Writes clearly and informatively; 
Edits work for spelling and grammar; Varies writing style to meet needs; Presents 
numerical data effectively; Able to read and interpret written information. 

 

Education and/or Experience: High school diploma or general education degree (GED) is 
required; Certification or an advanced degree in the field of parks and recreation or training or 
experience in the field of parks and recreation is required. Previous supervisory experience is 
required. 

 
Other Skills and Abilities: The following skills and abilities are either required or desired. 

• Computer software skills required include: Microsoft Outlook, Word, Excel, and 
PowerPoint. 

• A working knowledge of the Parks and Recreation Department policies, programs and 
schedule is required. 

• A working knowledge of and ability to make practical application of principles and 
practices of recreation program management is required.  

• A working knowledge of the Occupational Safety and Health Administration (OSHA), 
Indiana Occupational Safety and Health Administration (IOSHA) policies and procedures 
as they relate to the City’s safety and health policies to include: First Aid, CPR, and 
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Bloodborne Pathogens is required. 

• The ability to prepare and balance budgets and look for alternative sources when 
funding is not available is required. 

• The ability to balance cash receipts on a regular basis is required. 

• A working knowledge of grant writing is required. 

• The ability to keep and use an updated filing system is required. 

• The ability to recruit, train, and work with volunteers is required. 

• A working knowledge of telephone etiquette is required. 

• A working knowledge of methods, materials, equipment, tools and practices associated 
with park maintenance is required. 

• A working knowledge of how to use standard hand tools is required. 

• The ability to service and maintain equipment in the Parks and Recreation Department is 
required. 

• The ability to operate a computer, printer, copy machine, scanner, fax machine, and 
other office equipment is desired. 

• The ability to speak, read and write in English is required. Spanish is desired. 

 
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 duties and responsibilities. 
 

While performing the duties of this job, the employee is regularly required to sit; and talk or hear. 
The employee is frequently required to stand; walk; use hands to finger, handle, or feel. The 
employee is occasionally required to reach with hands and arms; climb or balance; and stoop, 
kneel, crouch, or crawl; and lift and/or move up to 25 pounds. 
 

Specific vision abilities required by this job include close vision (clear vision at 20 inches or 
less), distance vision (clear vision at 20 feet or more), color vision (ability to identify and 
distinguish colors), peripheral vision (ability to observe an area that can be seen up and down or 
to the left and right while eyes are fixed on a given point), depth perception (three-dimensional 
vision, ability to judge distances and spatial relationships), and the ability to adjust focus (ability 
to adjust the eye to bring an object into sharp 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 
duties and responsibilities. 
 
While performing the duties of this job, the employee is regularly exposed to working near 
moving mechanical parts. The employee is occasionally exposed to outdoor weather conditions, 
and the risk of electrical shock when working with office equipment. The noise level in the work 
environment is usually moderate to loud. 
 

The offices of the Parks and Recreation Department are usually open during the summer from 
6:00 a.m. to 8:00 p.m. Monday through Thursday, 6:00 a.m. to 6:00 p.m. on Friday, and 8:00 
a.m. to 12:00 p.m. on Saturday. In the winter, the offices are usually open from 6:00 a.m. to 9:00 
p.m. Monday through Thursday, 6:00 a.m. to 8:00 p.m. on Friday, and 8:00 a.m. to 2:00 p.m. on 
Saturday. This position may require work beyond these hours and on the weekends. It may also 
require the ability to drive a City of Ligonier vehicle. Thus, a valid driver’s license may be 
required. 
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