
Hamilton County is an Equal Opportunity Employer. 

We participate in E-Verify. 

 

POSITION: Director 

DEPARTMENT: Parks and Recreation 

WORK SCHEDULE: 8:30 a.m. - 5:00 p.m., M-F, some weekends and evenings 

STATUS: Full-time 

FLSA STATUS: Exempt 

 

To complete an application, click on the job openings link located 

at: https://jobs.hamiltoncounty.in.gov.  From this screen you may register and begin your application.  

 

To perform this position successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed in this document are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

 

Incumbent serves as Director for the Parks and Recreation Department, responsible for overseeing and 

directing park operations, and serving as liaison with Park Board and elected officials. 

 

DUTIES: 

 

Overall responsible for department personnel, including interviewing applicants and hiring of 

administrative personnel, full-time staff planning/ corrective instruction, seeing that staff performance 

is evaluated and signing off on evaluations, maintaining discipline, resolving problems, and 

communicating and administering personnel programs, setting overall tone and personality of 

department. 

 

Oversees/manages all park operations, ensuring compliance with federal/state/local environmental, 

safety, and health regulations, and department policies and procedures. 

 

Overall responsible for/monitoring cleaning/clearing and maintenance of all park facilities, and 

maintenance and repair of park furnishings and equipment, ensuring maintenance of detailed records as 

required. 

 

Administers department budget, including regularly reviewing fund account balances, approving 

expenditures, and ensuring cost-effective operations. 

 

Oversees and assists with preparation and presentation of reports at monthly Park Board meetings. 

 

Oversees planning/research for minor capital projects, and plans/researches major capital projects. 

 

Secures funding for all capital projects. Including bonds, budget, additional appropriations, private 

https://jobs.hamiltoncounty.in.gov/


funding, public-private partnerships, public and private foundations, and securing and maintaining 

donors. 

 

Frequently works with Park Board and County Attorney on legal issues as needed, such as contracts, 

agreements, land acquisition, and lawsuits, including writing first drafts of contracts and initial 

comments on contracts and legal documents. 

 

Researches and negotiates with potential land acquisition opportunities. 

 

Frequently prepares and makes public speaking presentations as requested, and frequently represents 

department on committees as appropriate. 

 

Prepares and submits annual department budget, including projecting costs, submitting prescribed 

forms, and justifying to County Council as required. 

 

 

Continuously develops/reviews short- and long-term goals and objectives, including planning programs, 

activities, capital improvement and maintenance projects. Periodically writes and submits grant 

applications, and ensures compliance with funding source requirements upon award. 

 

Periodically responds to questions and complaints from the public, including providing information, 

explaining policies and rules, and resolving problems. 

 

Serves on 24-hour call for emergencies. 

 

Performs related duties as assigned. 

 

I. JOB REQUIREMENTS: 

 

Baccalaureate Degree in park and recreation administration, leisure services management, outdoor 

recreation, or related area, with relevant experience in park management, or equivalent combination of 

education and experience. 

 

As a condition of employment, this position may require residency at an on-site Hamilton County Park 

facility as established and directed by the Hamilton County Park Board. 

 

Thorough knowledge of and ability to make practical application of department policies and procedures 

and applicable federal/state/local regulations, such as Department of Natural Resources (DNR), Indiana 

State Department of Health, OSHA, and Environmental Protection Agency (EPA). 

 

Thorough knowledge of and ability to make practical application of principles and practices of park 

management, including building, grounds and equipment maintenance, capital improvements, and 

recreation programming. 

 



Ability to follow and ensure compliance with all employer/department personnel policies and work 

rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct. 

 

Ability to supervise/direct department personnel, including interviewing, hiring, delegating work 

assignments, providing training, evaluating performance, maintaining discipline, and resolving problems. 

 

Ability to prepare and administer annual department budget and related grants, maintain detailed 

records, and prepare reports as required. 

 

Working knowledge of standard English grammar, spelling, and punctuation, and ability to effectively 

communicate orally and in writing with co-workers, Park Board, other County and local park and 

planning departments, regulating/funding agencies, and the public, including being sensitive to 

professional ethics, gender, cultural diversities and disabilities. 

 

Ability to properly operate various office equipment, such as computer, printer, calculator, copier, fax 

machine, pager, cellular telephone, telephone, and engineer's scale. 

 

Ability to understand and follow written and oral instructions, and appropriately respond to constructive 

criticism. 

 

Ability to work alone and work with others in a team environment with minimum supervision, and 

maintain appropriate, respectful interrelationships with co-workers. 

 

Ability to competently serve the public with diplomacy and respect, including occasional encounters 

with irate/hostile persons. 

 

Ability to provide public access to or maintain confidentiality of department information/records 

according to state requirements. 

 

Ability to work on several tasks at the same time, often under time pressure, and complete duties 

effectively amidst frequent distractions and interruptions. 

 

Ability to serve on 24-hour call and respond swiftly, rationally and decisively to emergency situations. 

Ability to regularly work extended and/or evening hours, occasionally work weekend hours, and 

occasionally travel out of town for meetings/conferences, sometimes overnight. 

 

Possession of a valid Indiana driver's license and demonstrated safe driving record. 

 

As a result of the duties associated with this job, there is the potential of becoming exposed to blood 

borne pathogens and other potentially infectious diseases. To safeguard employees and eliminate the 

liability placed on Hamilton County, employees working in this position shall begin the three shot 

Hepatitis B vaccination and subsequent training within 10 days of their initial job assignment per OSHA 

29 CFR 1910.1030(f)(2)(i). The initial and two subsequent vaccinations shall be administered by the 

Hamilton County Health Department and free of charge to the employee. If the employee has previously 



received the three shot Hepatitis B vaccination, official documentation must be provided to the 

supervisor identifying the dates in which each shot was appropriately administered. A Temporary 

Medical Declination may be made for a period of up to six months. A Declination form must be 

completed, outlining the medical reasons for the temporary declination and forwarded to the Safety & 

Risk Manager. Employees temporarily declining the vaccine are prohibited from performing any duties 

in which they may be exposed to a blood borne pathogen or other potentially infectious disease until 

they are able to begin/continue the series of vaccinations. Failure to comply will result in termination of 

employment. 

 

II. DIFFICULTY OF WORK: 

 

Incumbent performs a broad range of duties according to department policies and procedures and 

government regulations, exercising independent judgment in applying guidelines to specific situations 

and circumstances. 

 

III. RESPONSIBILITY: 

 

Incumbent plans, develops and administers department policies, procedures and programs, with 

advisory direction from the Park Board. Incumbent discusses unusual/unprecedented situations with the 

Board at incumbent's discretion. Incumbent's work is primarily reviewed for soundness of judgement, 

and effect on department goals and objectives. 

 

 

IV. PERSONAL WORK RELATIONSHIPS: 

 

Incumbent maintains frequent contact with co-workers, Park Board, other County and local park and 

planning departments, regulating and funding agencies, and the public for purposes of exchanging and 

explaining information, managing operations, supervising/directing personnel, and resolving problems. 

 

Incumbent reports directly to Park Board. 

 

V. PHYSICAL EFFORT AND WORK ENVIRONMENT: 

 

Incumbent performs a majority of duties in an office environment, and regularly at meeting sites, in park 

buildings and outdoors, involving sitting and walking at will, walking/standing for long periods, walking 

on uneven terrain, lifting/carrying objects weighing less than 25 pounds, keyboarding, speaking clearly, 

handling/grasping/fingering objects, and hearing communication. Incumbent regularly works extended 

and/or evening hours, occasionally works weekend hours, and occasionally travels out of town for 

meetings/conferences, sometimes overnight. Incumbent serves on 24-hour call for emergencies. 


