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RECREATION SUPERINTENDENT 

 
DEFINITION 
Under general direction, provides leadership and direction in the management of the Recreation 
Department. This includes policy development and implementation, budget and program management. 
The Recreation Superintendent has primary responsibility for planning, promoting, and directing a wide 
range of recreation programs and services that foster human development, health and wellness, cultural 
unity, and community building.  
 
The position also provides complex administrative support to the Director of Parks and Recreation and 
assists in planning and executing the District's mission and objectives. Provides recommendations in 
the implementation of Recreation programs; serves as a technical resource for District management and 
staff. 

 
SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from the Director of Parks and Recreation. Exercises direct supervision 
over supervisory, technical, maintenance, and program staff. 

 
CLASS CHARACTERISTICS 
The Recreation Superintendent is responsible for managing and overseeing all Recreation functions 
and operations within the District. The classification is distinguished from the next higher classification 
of Director of Parks and Recreation in that the latter has overall senior management responsibility 
for the District’s Parks Recreation programs. This classification is distinguished from the lower 
level classification of Recreation Supervisor in that the latter is a first line supervisor over Recreation 
staff. 

 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change, or rescind the work assignments of 
different positions and to make reasonable accommodations so that qualified employees can perform 
the essential functions of the job. 

 
 Accepts administrative and management responsibility for overseeing all functions and operations 

related to the District’s Recreation programs; responsibility for the delivery of a comprehensive 
recreation program.  

 Recommends and administers policies and procedures. 
 Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures. 
 Manages and participates in evaluating, developing and implementing department goals, objectives, 

policies and procedures. 
 Coordinates the work of the unit with other District departments and divisions, outside agencies, 

community groups and the public. 
 Provides recommendations and participates in the planning and coordination of maintenance related 

to operations and activities; recommends improvements and modifications, and may assist with 
facility development and renovation activities. 

 Gathers and interprets statistical and fiscal data, conducts research, and analyzes trends, 
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demographics, and community conditions in the preparation of a variety of reports and memoranda 
on various parks and recreation related subjects; attends and participates in professional group 
meetings; maintains awareness of new trends and developments in the field of recreation and leisure 
services; incorporates new developments as appropriate. 

 Prepares contracts and Requests for Qualification/Proposals/Bids; administers and oversees 
concession and other contracts; actively seeks and applies for grants, sponsorships, gifts, and 
donations. 

 Evaluates recreation related operations and activities; recommends improvements and modifications; 
prepares various reports on operations and activities; considers resource availability; negotiates 
timelines as needed. 

 Provides assistance to the Director of Parks and Recreation program  development and construction 
projects; assures contractor compliance with all specifications; meets with contractors and bidders; 
verifies contractors' request for additional work and associated costs; assists in development or 
revision of contract specifications and preparation of budgets based on area needs. 

 Participates in the selection, training and evaluation of staff; assumes responsibility for motivating 
and evaluating assigned staff; provides necessary training; initiates disciplinary procedures as is 
appropriate. 

 Serves as the liaison with other departments and outside agencies; attends and participates in 
organizational and community meetings as necessary; responds to and resolves difficult and sensitive 
citizen inquiries and complaints. 

 Responds to inquiries or requests for service from interested community groups and citizens. 
 Interprets District policy for community groups, commissions, advisory boards, and citizens. 
 Negotiates and resolves sensitive and controversial issues; responds to citizen inquiries in timely 

manner; establishes positive working relationships with representatives of community organizations, 
state/local agencies,  and the public 

 Responds to after-hours call-outs as assigned. 
 Ensures a safe working environment for staff and the public; inspects public and private improvement 

sites for adherence to District standards; evaluates all District sites to maintain a clean and safe 
environment for the public; directs the implementation of staff training meetings. 

 Establishes and administers joint use agreements; establishes affiliation agreements with other 
organizations and collaborates with local and state organization. 

 Develops and maintains short and long-range maintenance schedules for the Recreation buildings, and 
related facilities; works with Director of Parks and Recreation and Recreation Supervisors to develop 
work schedules and provide direction to staff consistent with departmental maintenance goals and 
objectives. 

 Serves as staff on a variety of boards, commissions, and committees; prepares and presents staff 
reports and other necessary correspondence. 

 Prepares division budget; monitors staff and operational compliance with budget; identifies budget 
variances with recommendations on budget realignment to meet departmental fiscal goals. 

 Establishes positive working relationships with representatives of community organizations, 
state/local agencies, District management and staff, and the public. 

 Incorporates feasible sustainability measures into facility designs, construction projects, maintenance, 
and long-term District operations. 

 Performs related duties as required. 
 
QUALIFICATIONS 

 

Knowledge of: 
 
 Practices, techniques, equipment and materials used in Recreation programming. 
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 Principles and practices of employee supervision, including work planning, assignment, review and 

evaluation, and the training of staff. 
 Philosophy, principles, and practices of public recreation. 
 Management and supervisory principles and practices. 
 Comprehensive recreation program development, promotion and management. 
 Project management methods and risk management programs.  
 Athletic events including tournaments and leagues for a variety of sports.  
 Special event planning; program marketing and brochure/activity guide development.  
 Public relations, marketing and customer service techniques. 
 Park and facility development and renovation schedules and construction costs.  
 Principles and practices of contract management. 
 Parks and facilities construction methods and materials. 
 Principles and practices of budget development and management. 
 Operational  characteristics  of  a  diverse  range  of  equipment  and  systems  used  in  maintenance 

programs. 
 Methods and techniques of developing and implementing safe working practices. 
 Principles and practices of customer service. 
 Methods and techniques of report preparation and business correspondence. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to 

the work performed. 
 Policies and goals for sustainable operations and measures. 
 Applicable federal, state and local laws, codes and regulations. 

 
Ability to: 

 
 Develop and deliver comprehensive year-round, high-quality recreational programs.  
 Plan, organize, train, evaluate and direct work of assigned staff. 
 Recommend, develop and implement parks and facilities maintenance programs to meet District and 

departmental goals. 
 Assist in the development of effective marketing strategies.  
 Plan, manage, and schedule recreational programs that meet the needs of the community.  
 Elicit community and organizational support for programs.  
 Develop accurate budgets of program revenues and expenditures; prepare clear and concise 

administrative and financial reports; identify, apply for, and administer grants. 
 Estimate time, materials and equipment needed to complete projects. 
 Read and understand complex construction and development plans and specifications. 
 Manage and direct the work of contracted services. 
 Analyze a complex issue, and develop and implement an appropriate response. 
 Prepare clear and concise reports, correspondence, policies, procedures, and other written materials. 
 Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, laws, and 

regulations. 
 Demonstrate strong customer service skills. 
 Use initiative and sound judgment, and make sound decisions within established guidelines. 
 Work flexible hours, including evenings and weekends as business needs require. 
 Coordinate, manage and respond to after-hours calls. 
 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 
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to work performed. 
 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 

 
Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 
abilities is qualifying.  A typical way to obtain the required qualifications would be: 

 
Equivalent to graduation from a four (4) year college or university with major course work in Recreation 
Management, Leisure Services, or Public/Business Administration or a closely related field. 
 
Five (5) years of increasingly responsible recreation experience, two (2) years of which must be in a 
program management capacity including supervision responsibility.  
 
Licenses and Certifications: 
 Possession of, or ability to obtain, a valid class C California driver's license. 
 
Desirable: 
 Certified Parks and Recreation Professional/Executive is highly preferred. 

 
PHYSICAL DEMANDS 

 

Must possess mobility to work in a standard office setting and use standard office equipment, including 
a computer; vision to read printed materials and a computer screen; and hearing and speech to 
communicate in person and over the telephone. This is primarily a sedentary office classification 
although standing in work areas and walking between work areas may be required. Finger dexterity is 
needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate 
standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, 
and pull drawers open and closed to retrieve and file information. Employees must possess the ability 
to lift, carry, push, and pull materials and objects up to 25 pounds. 

 
When working on external sites for inspection related responsibilities, must have mobility to sit, stand, 
and walk on level and slippery surfaces; reach, twist, turn, kneel, bend, stoop,  and to operate a motor 
vehicle and visit various District sites. 

 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations. 
 
ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances. When working in the field, may be exposed to 
loud noise levels, cold and hot temperatures, inclement weather conditions, road hazards, vibration, 
confining workspace, chemicals, mechanical and/or electrical hazards, hazardous physical substances and 
fumes, dust and air contaminants. Employees may interact with upset staff and/or public and private 
representatives in interpreting and enforcing departmental policies and procedures. 
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