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CLASS TI TLE: COWMWMUNI TY SERVI CES SUPERVI SOR
DEPARTMENT/ CONTROL CENTER: Communi ty Servi ces
CLASS DEFI NI TI ON:

To supervise, assign, review and participate in the work of staff responsible for
provi ding comunity services within Conmmunity Services Division; and to performa
variety of technical tasks relative to assigned area of responsibility.

SUPERVI S| ON RECEI VED AND EXERC!I SED:

Recei ves direction fromthe Comrunity Services Superintendent or Human Services
Manager

Exerci ses direct supervision over technical and clerical staff.

EXAMPLES OF | MPORTANT RESPONSI Bl LI TI ES AND DUTIES - Responsibilities and duties
may include, but are not limted to, the follow ng

Pl an, prioritize, assign, supervise and review the work of staff responsible for
provi ding comunity services within the Community Services D vision including the
operations and activities of comunity service centers |ocated throughout the
Cty, information and referral delivery system community outreach program

vol unteer prograns and the youth crine prevention prograns, special events and
activities, senior citizens prograns, senior daycare prograns and other rel ated
human service activities.

Participate in the selection of comunity services staff for assigned area
provi de or coordinate staff training; work with enpl oyees to correct
deficiencies; inplenent discipline procedures.

Prepare various reports on operations and activities.

Recommend and assist in the inplenentati on of goals and objectives for assigned
area of responsibility; establish schedul es and nethods for providing comunity
services; inplenent policies and procedures.

Prepare and adm ni ster the budget for assigned area; submt budget
recomendati ons; nonitor expenditures.

Assi st with the coordination of the hunan services network anong public and
private agencies; pronbte comunity relations and nai ntain cooperative working
relationships with other Cty officials.

Supervi se the use, care, nmintenance and i nprovenent of community services
facilities and equi pnent; supervise the general operation of prograns and
facilities to ensure the efficient delivery of services; order, control and
maintain nmaterials, supplies and equi prent |evels.

Supervise and participate in public presentations to informthe public of
comunity services prograns; communi cate with nedia representatives regarding
specific issues and topics.

Oversee the generation of revenue to offset operation costs; establish and
adm ni ster client user fees and rental rates.

Solicit donations from outside agenci es and organi zati ons; coordi nate fund
raising activities; generate funds fromexternal resources; present presentations
and revenue-generating activities.

Performrelated duties and responsibilities as required
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Experi ence: Responsi bl e human services program experience including significant
experience in planning, inplenenting, evaluating and supervising prograns in a
comunity center environnent and providing | ead supervision to programstaff.

Know edge of: Operations, services and activities of a human services program
principles of supervision, training and performance eval uati on; nodern and

conpl ex principles and practices of comunity affairs and rel ations; principles
and practices of counseling, crisis intervention and group dynam cs; principles
and techni ques of community needs assessnent; pertinent Federal, State, and | oca
| aws, codes and regul ati ons.

Ability to: Supervise, organize and review the work of professional, technica

and clerical personnel; select, supervise, train and evaluate staff; interpret
and explain Gty community services policies and procedures; generate revenue
fromoutside sources; participate in the analysis, evaluation and nodification of
comunity and human services prograns; devel op and i npl enment new program

techni ques; prepare clear and concise reports; conmunicate clearly and conci sely,
both orally and in witing; establish and naintain effective working
relationships with those contacted in the course of work including City officials
and the general public

NOTE: The above statenents are intended to describe the general nature and

| evel of work being perforned by persons assigned to this job. They are not
intended to be an exhaustive list of all duties, responsibilities and skills
requi red of personnel so classified. Al requirenents are subject to possible
nodi fication to reasonably accomodate individuals with disabilities.
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