
JOB OPENING - Program Coordinator 

The Town of Schererville Parks and Recreation Department is seeking a qualified individual to fill the 
position of Program Coordinator. The position works directly under the supervision of the Recreation 
Coordinator. 

Qualifications: Education and Experience:                                                                             
*Graduation from a four-year college or university with a degree in recreation 
or a closely related field.                                                                                                  
*Three years recreation experience including recreation programming or an             
equivalent combination of education and experience.  

 Knowledge, Skills, and Abilities:                                                                         
*Knowledge of various recreational programming, including sport leagues and 
events, and its equipment, facilities, operations and techniques.                        
*Ability to develop, coordinate, supervise, and direct multiple programs, 
including sports leagues, trips, and events.                                               
*Ability to keep flexible schedule and work late hours and weekends.             
*Strong computer and people skills a plus.   

Duties: *Develops, organizes, promotes, administers or conducts athletic leagues and 
tournaments, special events, recreation programs, and trips for all age groups.  
*Supervises and evaluates seasonal staff, instructors, sports officials, volunteers, 
and community service.                                                                                         
*Assists with the preparation and publication of a variety of brochures, 
calendars, letters, flyers, press releases, and related communications.      
*Assists with the updating of department’s website page, online registration 
program, and other electronic media related to programming and department 
operations.                                                                                                         
*Coordinates schedules and maintains related records and statistics for 
programs, sports leagues, trips, special events, and personnel.            
*Coordinates and schedules department’s facilities usage, and those owned by 
other agencies for activities and programs.                                                        
*Assists with developing partnerships and fundraising, including contacting 
sponsors for donations. 

Special Requirements:  *Valid driver’s license. First aid and CPR certification or the ability to obtain 
certification.  

Salary: Open, based on experience.  

Job Status:  Full time position with benefits.   

Closing Date: February 28, 2022  

Contact: Interested candidates can apply at www.schererville.org/job-application           

and submit their resume to the Schererville Park Department, 10 E. Joliet Street, 

Schererville, IN 46375, or email to parks@schererville.org     
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