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Mayor Rod Roberson 
 

Board of Parks and Recreation 

Sarah Santerre, President 

Nekeisha Alayna Alexis 

Kim Henke 

Mark Datema 

 

____________________________________________________________________________________ 

 

Opening Date:  8/10/2022 Closing Date: Until Filled 

Department: Parks and Recreation 

Location: Elkhart, Indiana 

Status: Full-Time 

Job Category: Exempt 

 

Apply Online at https://elkhartindiana.org/careers/ 

1320 Benham Ave. Elkhart, IN 46514 

574-295-7275 

_____________________________________________________________________________________ 

 

DEPARTMENT 

 

Parks and Recreation POSITION  

 

Operations Manager 

DIVISION 

 

Parks and Recreation STATUS   Full-time 

CATEGORY   Salaried 

 

FLSA   Exempt 

REPORTS TO   Superintendent DATE August, 2022 

PAY RATE: $58,644 - $79,341 

 

JOB SUMMARY Under the administrative supervision of the Parks Superintendent, oversees the 

operations of the Parks and Recreation Department. Works in developing and 

implementing department-wide goals and objectives, while supporting and guiding 

division managers/supervisors to achieve these objectives. Responsible for direct 

oversight of facilities, programs, and events; oversees implementation of the 

department's Operating Budget and applicable Capital Improvement budget. Assists 

in all Parks Department functions as needed.  

 

PRINCIPAL DUTIES 

AND 

RESPONSIBILITIES 

• Oversees management of day-to-day operations of facilities and parks 

including, but not limited to pool, beach, spray park, and sports courts. 

• Supervises and provides direction and advice to management of the following 

divisions: Concessions, Aquatics, Programs, Events, and Rangers. 

• Selects, trains, motivates, and evaluates assigned personnel; provides or 

coordinates staff training; works with employees to correct deficiencies; 

implements discipline and termination procedures. 

• Exercises significant discretion in assisting with developing, implementing and 

enforcing policies and procedures necessary for the effective management of 

facility operations and employees. 

• Responds to and resolves difficult and sensitive citizen inquiries and 

complaints. 

• Acts as Safety Officer for all Parks facilities. 

• Serves as the acting Director of the Department in the Director's absence; 

makes decisions and provides information as necessary in the Director's 

absence. 

https://elkhartindiana.org/careers/
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OTHER DUTIES AND 

RESPONSIBILITIES 

 

• Oversees and assists with the development and implementation of proposed 

programming.  

• Provides information for department Annual Report. 

• Assists with preparation of Parks annual budget. 

• Attends and participates in professional group meetings; maintains awareness 

of new trends and developments in the field of landscape/facilities maintenance 

and park planning and development; incorporates new developments as 

appropriate. 

• Works with Superintendent on the execution of Parks five-year plan. 

• Performs related duties as needed. 

 

EDUCATION AND 

EXPERIENCE 
• Any combination equivalent to experience and education that would likely 

provide the required knowledge and abilities would be qualifying. 

• Bachelor’s degree in parks & recreation administration, public administration or 

a related field and three years of experience in municipal parks and recreation 

administration. 

• CPRP preferred, or ability to obtain with 18 months of employment. 

• Minimum five years’ supervisory and management experience.   

• Possession of or ability to obtain required certifications, such as Certified Pool 

Operator, Aquatics Facility Operator, and first aid/CPR  

• Must have valid driver’s license. 

 

KNOWLEDGE, 

SKILLS,  AND 

ABILITIES 

• Principles and practices of program development and administration. 

• Operations, services, and activities of a comprehensive municipal and 

development program including city parks and related facilities. 

• Critical thinking and problem solving skills. 

• Excellent organization, decision making, and time management skills. 

• Principles and practices of municipal budget preparation and administration. 

• Ability to create and maintain high degree of positivity and optimism in times 

of stress. 

• Ability to effectively communicate both orally and in writing. 

• Ability to serve as liaison to community through public speaking, media 

relations, and by serving on boards and commissions to advocate for 

department. 

• General computer knowledge with Outlook, Microsoft Suite, Microsoft Teams 

and office equipment such as printers. 

 

PHYSICAL, 

MENTAL, AND 

VISUAL SKILLS 

• Normal vision with or without correction. 

• Ability to work with a pleasant disposition and with all types of people.  

• While performing the duties of this job, the employee is regularly required to 

sit; use hands to finger, grasp, handle, or feel; and talk and hear. The employee 

frequently is required to stand, walk, and reach with hands and arms. The 

employee must regularly lift and/or move up to 20 pounds and frequently lift 

and/or move up to 50 pounds. Specific vision abilities required by this job 

include close vision and ability to adjust focus. 

 

WORKING 

CONDITIONS 
• Full-time exempt employees will generally work a minimum of 40 hours per 

week; however, in the scope of an exempt employee's normal job, work outside 

the usual schedule is sometimes required. This will include evening meetings, 

weekends, or work hours well beyond 40 in a given week. Work is performed 

in office and outdoors in all seasons and weather. Must be comfortable in public 

facing atmospheres.  
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POST OFFER 

TESTING REQUIRED 
• The City of Elkhart is a Drug Free Workplace.  Therefore, successfully passing 

a post offer drug screen is required (random drug testing may be conducted 

after employment). 

• Background checks producing acceptable BMV and criminal history reports 

required. 

  

POLICY 

STATEMENT 

 

• The incumbent is required to possess the knowledge, skills, and abilities, and 

the physical, mental, and visual skills described in this job description to 

perform the principal duties, responsibilities and essential job functions. 

• This job description is intended to describe the general nature and level of work 

being performed by the incumbent.  Principal duties and responsibilities are 

intended to describe those functions that are essential to the performance of this 

job and other duties and responsibilities include those that are considered 

incidental or secondary to the overall purpose of this job. 

• This job description does not state or imply that the above are the only duties 

and responsibilities assigned to this position.  Employee holding this position 

will be required to perform any other job-related duties as requested by the 

Mayor.  All requirements are subject to possible modification to reasonably 

accommodate individuals with a disability. 

 

 


