JOB DESCRIPTION

THE VILLAGES OF WESTCREEK
POSITION:
Recreation Director



TYPE:
Full Time
SUPERVISOR:
Community Manager/Assistant Community Manager
WAGE:
Proportionate w/ experience
DATE:

BASIC DESCRIPTION:  The Recreation Director for the Villages of Westcreek Owners’ Association (VWOA), under the guidance/direction of the Community Manager/Assistant Community Manager and the Board of Directors, develops and manages the recreational programs for the Villages of Westcreek Owners’ Association, Inc.  

The Recreation Director provides a diverse recreational program for the residents of the Villages of Westcreek.  This individual is responsible for the operation of the swimming pool(s) during the swimming season, including scheduling and supervision of lifeguard personnel and gate guard personnel.  In coordination with the Community Manager, the individual develops, and upon approval of Community Manager, is responsible for an ongoing recreational program maximizing the use of the Sports Park facilities/Common Areas.

GENERAL:
A. Recruits, organizes, trains and supervises volunteers to assist with recreational programs, activities, leagues, clubs and organizations sponsored by the Association.

B.
Assists with special events and functions as requested by the Community Manager.

C.
Attends meeting of the Board as assigned by the Community Manager. 

       D.  Other duties and responsibilities as may be assigned by the Community Manager.

SPECIFIC FUNCTIONS:

1. Physical Plant (Operations)

A. Opens and closes, or monitors such opening and closing of Association recreational facilities for use by Members in Good Standing.  

B. Maintains and operates, or causes to be maintained and operated all water processing and treatment equipment, all wet areas and restrooms at the Association’s swimming pools; with advance approval of the Community Manager, hiring independent contractors to perform maintenance and repairs to such equipment.

C. With advance approval from the Community Manager, orders supplies and chemicals as necessary and provided for in the Association’s annual budget for recreational facilities.

D. Assures that necessary and appropriate safety measures, training and equipment are provided and that safe standards of operation are established and observed, including enforcement of rules and regulations established by the Community Manager for Members in Good Standing using Association recreational facilities.

E. Advises the Community Manager on the operation of the Association recreational facilities.

F. Meets with Community Manager as needed on the general maintenance of the Association’s recreational facilities.

2. Clerical

A. Prepares and maintains publicity and registration materials and records for all recreational programs and activities, including classes and instructional programs, recreation leagues, clubs and organizations sponsored by the Association.

B. Maintains statistical and other records, and provides the Community Manager with regular reports on all recreational activities, classes and instruction, programs and leagues, clubs and organization sponsored by the Association.

C. Maintains adequate and accurate written records of recreational facility use, operation, maintenance and staffing including written incident reports that occur at such facilities.

D. Keeps accurate time card/time sheet records of recreation personnel and the proper submission of such records to the Association bookkeeper for preparation of payroll checks.

3. Personnel

A. Assists in recruitment (including screening and interviewing) and hiring of recreation employees, particularly lifeguards and summer recreation coordinator(s). developing and maintaining job descriptions and prepares salary estimates for Association employees.

B. Supervises and directs, or causes to be supervised and directed and regularly evaluates recreation employees.

C. Schedules or causes to be scheduled, recreation employees for work, including scheduling staff for exclusive usage booking for the private use of Association pool.

D. Recommends disciplinary action for recreation employees, which may include termination of employment.

E. Arranges for necessary in-service training programs for recreation employees.

4.  Administrative

A. Prepares for the approval of the Community Manager and, as appropriate an annual calendar of recreation activities, classes and instruction, programs and the activities of leagues, clubs and organizations sponsored by the Association

B. Directs, organizes and plans individual recreation activities, classes and instruction, and programs and assists volunteers with the operation of recreational leagues, clubs and organizations sponsored by the Association including swim lessons and swim team programs, including, if in place, the swim team coach.

C. Administers and schedules use of Association playing fields and courts.

D. Responds to suggestions and resolving complaints received from recreation facility users that include promoting the use of facilities and a positive environment and atmosphere for Members in Good Standing using the facilities.
E. Able to manage a department budget and related software/programs, to include the finances, tracking expenditures/profits and cash handling. 

RELATIONS AND CONTACTS

Reports to:  Community Manager/Assistant Community Manager.

Supervises:  Subordinate personnel as may be hired by the Association.

Relationships:
Maintains and promotes an objective, positive, professional, and courteous relationship and open communications with residents, Directors, committee chairs and members, contractors, external organizations, and the general public.

Scope of Authority:  To be determined.

Skills Required

Lifeguard Certified     
Standard First Aid

Cardio Pulmonary Resuscitation (CPR)  

Skills Preferred
Muscle Toning/Physical Therapy
Water Aerobics
Problem Solving Skills

Multi-tasking

JOB SPECIFICATIONS

1. Be able to work without direct, continuous supervision.

2. Formal education in recreation programming, appropriate post-secondary educational qualifications, or have equivalent experience.

3. Experience working with volunteers preferred.

4. Usable skills in word processing, spreadsheet, and database applications.

5. Know and be able to perform administrative functions.

6. Know and be able to perform financial transactions.

7. Able to speak and write effectively.

8. Possess a valid driver's license and have a legally drivable vehicle.

9. Be bondable with no felony convictions, and of good moral character.

10. Must be physically able to perform duties of the position.

WORKING CONDITIONS AND HOURS:

Conditions:  In office and outside office.

Hours:  Flexible (Monday ‑ Friday, 8:00 a.m. ‑ 10:00 p.m., after hours, on call (general hours 8:00 am-5:00 pm).  Due to the nature of this position, evening, weekend, and holiday work are required.)

BENEFITS

Pay:  Twenty‑six pay periods per year.

Paid Time Off (PTO):  3.08 hours per pay period first three years of continuous employment; 4.62 hours per pay period three through five years of continuous employment; and 6.15 hours per pay period starting with the fifth year of continuous employment.

Out‑of‑Pocket Expenses:
Full reimbursement for mileage when using personal vehicle and miscellaneous expenses supported by receipts and documentation.

Medical Expenses:  None.

