C ass Code: Q06
Cty of Anaheim Classification
Class Specification RECREATI ON SERVI CES SPECI ALI ST

Definition: Under noderate supervision, plans, organizes and supervises a variety of
recreation prograns and services within a specific programsection including

pl aygrounds, day canps, sports, aquatics, arts and special activities for the Gty of
Anaheim and to performa variety of technical duties relative to assigned area of
responsi bility.

Typi cal Duties:

Recommends and assists in the inplenentation of goals and objectives; establishes
schedul es and nmet hods for recreation prograns and services.

Pl ans, prioritizes, assigns, supervises and reviews the work of staff involved in
recreation prograns including playgrounds, arts and special activities, sport |eagues
and facilities.

Eval uates operations and activities of assigned responsibilities; recommends
i mprovenents and nodifications; prepares various reports on operations and activities.

Participates in program budget preparati on and adm ni stration; prepares cost estinates
for budget recomendations; submits justifications for assigned recreation prograns;
nonitors and controls expenditures.

Participates in the selection of staff; provides or coordinates staff training; works
with enployees to correct deficiencies; inplenments discipline procedures.

Answers questions and provide information to the public; investigates conplaints and
recomends corrective action as necessary to resolve conplaints.

Serves on a variety of Gty Boards, Committees and Conm ssions.

Coordi nates and supervi ses pl ayground, special excursion and revenue based prograns
i ncl udi ng day canp, extended daycare and resident nountain canp.

Coordi nates and supervi ses contracted services and activities including holiday
prograns; coordinates park building and picnic facilities rentals.

Coordi nates and schedul es sport | eagues including soccer and softball; procures sponsors
for the soccer and softball prograns; plans and schedul es the sport card identification
pr ogram

Coordi nates and supervi ses the aquatic and tennis prograns; coordinates the Gty
Cor porate Chal |l enge team

Coordinates festival, tour and theater activities including regis- tration, staffing and
publicity; selects and prepares contracts for perforners and entertai ners; coordinates
theater rentals

Prepares publicity material including news rel eases, flyers, panphlets, and brochures;
perforns public relations work within the community and with community groups pertaining
to specific recreation prograns and special activities

Mai ntains recreation activity and progress records; conducts research and prepares
reports; may attend staff conferences and neetings.

Provides infornmation and referrals to program partici pants, school officials and
comunity groups regarding programofferings and coor- dination of services.

Pl ans, inplenents and schedul es special events and activities relating to the programto
whi ch assi gned

O ders and numi ntains supplies and equi pnent.
Participates in selecting and training volunteers as required

Perforns other job-related duties as assigned
Not e
Requires a valid California Driver's License and TB cl earance

M ni mum Requi renent s:
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Experi ence: Equivalent to some experience in planning, organizing and adm ni stering
recreational activities or prograns.

Know edge of: Principles and practices of recreation program adm nistration; nethods
and techni ques used in marketing and pronotion; nodern office procedures, nethods and
conput er equi pnent; procedures and techni ques of budgeting; business letter witing and
basi c report preparation; principles of supervision, training and perfornmance

eval uation; principles and procedures of record keeping

Skill in: Planning and organi zing recreational prograns and activities; working with
comunity groups; preparing and adm ni stering a budget; supervising, training

andeval uati ng

assigned staff; recruiting and training volunteers; comunicating clearly and conci sely,
bot h

orally and in witing; establishing and nai ntai ning cooperative working rel ationships
with

those contacted in the course of work.

Super vi si on Recei ved

Wor ks under technical supervision of a Recreation Services Manager who gi ves genera
directions and periodically reviews work in pro- gress and conpl et ed work.

Super vi si on Exer ci sed

Makes assignnents, trains and supervi ses subordinate part-tinme per- sonnel. Al so
participates in recruitment, selection, and eval uation of subordinate staff.

Career Ladder |nformation

Experience in this class may serve to neet mninmumrequirenments for pronotion to
Recreation Services Manager or rel ated cl ass.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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