
Parks/Youth Rec Programmer 

POSITION DESCRIPTION 

CITY OF VALPARAISO, INDIANA 

 

POSITION: Youth Recreation Programmer 

DEPARTMENT: Parks & Recreation 

WORK SCHEDULE: 8:00a.m. - 5:00p.m., M-F 

JOB CATEGORY: PAT (Professional, Administrative, Technical) 

 

DATE WRITTEN: March 2018  STATUS: Full-time 

DATE REVISED: January 2021  STATUS: Exempt 

 
To perform this position successfully, an individual must be able to perform each essential function of the 

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

and/or ability required. The City of Valparaiso provides reasonable accommodations to qualified employees 

and applicants with known disabilities who require accommodation to complete the application process or 

perform essential functions of the job, unless those accommodations would present an undue hardship. 

 

Incumbent serves as Youth Recreation Programmer for the City of Valparaiso Parks and 

Recreation Department responsible for planning, promoting, implementing, evaluating, and 

supervising department recreation programs 

 

DUTIES: 

 

Manages and operates all youth sports programming including program evaluation, personnel, 

budget, facilities/equipment, pricing, marketing, rosters, and inventory. 

 

Supervises and directs assigned personnel, volunteers, contracted staff, and interns including 

interviewing applicants, making hiring recommendations, making/scheduling work assignments, 

providing orientation, training, and corrective instruction, maintaining discipline, recommending 

personnel actions, analyzing the workload and human resource needs of the department, 

reviewing position documentation for newly created and revised positions, and informing 

supervisor and assigned staff of organization developments. 

 

Trains and manages volunteer coaches. 

 

Creates new programs for the Department including price analysis, marketing, instructor and 

facility planning. 

 

Maintains website and social media platforms including developing and overseeing marketing 

campaigns. 

 

Administers and maintains Department budget including approving expenditures, invoices, 

program expenses, and revenue review as required. 

 

Plans Department budget and activity guide along with finalizing programs for upcoming year as 

required. 

 



Parks/Youth Rec Programmer 

Develops new after-school programs for youth enrichment.  

 

Schedules/trains staff for youth enrichment programs. 

 

Evaluates after-school youth enrichment programs. 

 

Creates/supervises family enrichment programs. 

 

Coordinates with local schools and officials for use of facilities and programs. 

 

Provides customer service including, but not limited to, answering questions/concerns and 

troubleshooting issues with current programs. 

 

Evaluates Department programs including, but not limited to, budget, lifecycle, enrollment, and 

participation trends. 

 

Oversees adult and youth tennis programs including scheduling programs, hiring personnel, 

creating and maintaining budget, and ordering and maintaining inventory and equipment. 

 

Oversees Little Kernel Puff race including assigning staff/volunteers and ordering/managing all 

inventory for race. 

 

Assists with special events as required including, but not limited to, Polar Bear 5k, Active Kids 

Day and 4th of July Blast. 

 

Schedules other programs with partnering facilities including developing and managing 

contracts, scheduling meetings, actual events, and obtains sponsorships for youth sports 

programs and facilities. 

 

Attends meetings and represents department as required, such as Park Board, coaches, and parent 

meetings. 

 

Obtains sponsorships from local businesses to assist with program costs. 

 

Performs other related duties as assigned.  

 

I. JOB REQUIREMENTS: 

 

Bachelor’s Degree in Youth Programming, Physical Education, Sports Management or related 

field with previous personnel supervision experience.  

 

Must be at least 21 years of age. 

 

Ability to meet all hiring requirements including passage of a pre-employment drug test. 

 

 



Parks/Youth Rec Programmer 

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

evaluation of Youth Recreation programming. 

 

Thorough knowledge of budget development and administration including approving 

expenditures, invoices, program expenses, and revenue review. 

 

Working knowledge of maintaining websites and social media platforms including developing 

and overseeing marketing campaigns. 

 

Working knowledge of department and standard office policies and procedures, and ability to apply 

such knowledge to a variety of interrelated processes, tasks and operations. 

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

compose/prepare correspondence, maintain accurate records, and prepare detailed reports. 

 

Ability to comply with all employer and department policies and work rules, including, but not 

limited to, attendance, safety, drug-free workplace, and personal conduct.  

 

Ability to supervise and direct assigned personnel including interviewing applicants, making 

hiring decisions, making/scheduling work assignments, providing orientation, training and 

corrective instruction, maintaining discipline, analyzing the workload and human resource needs 

of the department, reviewing position documentation for newly created and revised positions, 

reviewing salaries, and informing supervisor and assigned staff of organization developments 

needed to perform position responsibilities. 
 

Ability to effectively communicate orally and in writing with co-workers, other city departments, 

volunteers, interns, YMCA, Valparaiso Community Schools, Valparaiso Public Library, vendors, 

service providers, and the public, including being sensitive to professional ethics, gender, 

cultural diversities, and disabilities.  

 

Ability to use standard office equipment including, but not limited to, computer, calculator, fax 

machine, copier, scanner, and telephone. 

 

Ability to obtain sponsorships for youth sports programs and facilities. 

 

Ability to provide public access to or to maintain confidentiality of department information and 

records. 

 

Ability to plan/layout assigned work projects and ability to work alone with minimum 

supervision and with others in a team environment.  

 

Ability to work on several tasks at the same time and work under time pressure or amidst 

frequent distractions and interruptions.  

 

Ability to read, understand, memorize, retain, and carry out written or oral instructions and 

present findings in oral or written form.  

 

 



Parks/Youth Rec Programmer 

Ability to read, analyze, and interpret general business periodicals, professional journals, 

technical procedures, and State/governmental regulations.  

 

Ability maintain accurate records and prepare detailed reports. 

 

Ability to compute, count, calculate, perform arithmetic operations, develop and manage 

operating budget, and determine charges. 

 

Ability to plan and present public speaking presentations, fundraisers, and special events.  

 

Ability to read/interpret detailed prints, sketches, layouts, specifications, maps. 

 

Ability to apply knowledge of people, locations. 

 

Ability to compare or observe similarities and differences between data, people, or things. 

 

Ability to analyze, evaluate, observe, diagnose, investigate. 

 

Ability to coordinate, place, make determinations, take action based on data analysis. 

 

Ability to work extended hours, weekends, and evenings and occasionally travel out of town 

to attend meetings and continued education, sometimes overnight. 

 

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

 

II. DIFFICULTY OF WORK/RESPONSIBILITY: 

 

Incumbent’s work priorities are primarily determined by service needs of the public and program 

operations. Work is reviewed primarily for effect on Department goals/objectives. Incumbent 

plans and arranges own work while only referring to supervisor for unusual matters such as 

policy interpretation. Assignments are guided by definite objectives with priorities determined by 

service needs of the public and program operations. On rare occasions, decisions are made in the 

absence of specific policies/procedures and/or guidance from supervisor. Errors are detected or 

prevented through supervisory review and standard bookkeeping checks. Work errors could 

result in loss of money to the department. 

 

III. PERSONAL WORK RELATIONSHIPS: 

 

Incumbent maintains frequent contact with co-workers, other city departments, volunteers, 

interns, YMCA, Valparaiso Community Schools, Valparaiso Public Library, vendors, service 

providers, and the public for purposes of maintaining a cooperative work relationship. 

 

Incumbent reports directly to Park Recreation Superintendent. 

 

 

 



Parks/Youth Rec Programmer 

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT: 

 

Incumbent performs duties primarily in a standard office environment and outdoors during 

summer programs, involving sitting/walking at will, sitting/standing/walking for long 

periods, bending/reaching, lifting/carrying objects weighing over 50 pounds, driving,  

pushing/pulling objects, crouching/kneeling, handling/grasping/fingering objects, hearing 

sounds/communication, keyboarding, speaking clearly, color perception, close/far 

vision/depth perception, work in extreme hot or cold temperatures, works in a noisy 

environment and wearing protective clothing or equipment, walking on uneven terrain, 

working in wet/icy surroundings. 

 

Incumbent regularly works extended hours and weekends and occasionally works evenings. 

Incumbent occasionally travels out of town to attend meetings and continued education, 

sometimes overnight. 

 

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT 

 

The job description for the position of Youth Recreation Programmer for the City of Valparaiso 

Parks and Recreation Department describes the duties and responsibilities for employment in 

this position. I acknowledge that I have received this job description, and understand that it is 

not a contract of employment. I am responsible for reading this job description and complying 

with all job duties, requirements and responsibilities contained herein, and any subsequent 

revisions. 

 

Is there anything that would keep you from meeting the job duties and requirements as outlined? 

Yes ___ No ___ 

 

____________________________________  _______________ 

Applicant/Employee Signature Date 

 

_______________________________________ 

Print or type name 

 

 


