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CITY OF AIKEN

CLASS SPECIFICATION

Job Code:  303

Date:  03/2016
Grade:  25
CLASS TITLE:


PARKS MANAGER
DEPARTMENT:


PARKS, RECREATION AND TOURISM
FLSA STATUS:


EXEMPT






JOB SUMMARY






Assists in the planning, directing, coordinating, and supervising the maintenance and operations of all PRT facilities and parks.  





MAJOR RESPONSIBILITIES AND DUTIES



Essential Functions:
Assists in planning, directing, and coordinating the maintenance and operation of all facilities under the Parks, Recreation and Tourism Department’s domain; assists in identifying present and future facility needs; establishes priorities, assists in developing long and short range facility plan.

Supervises Park Division personnel; interviews and hires; plans, schedules, and assigns work; ensures workers are instructed in correct methods and procedures; ensures workers are trained in safe operation of equipment; monitors and inspects work in progress to ensure continuity and timely completion of work; reviews and evaluates employee performance.

Supervises operation of Parks Division; ensures grounds are well maintained and kept clean and safe for the public; purchases and bids services and supplies for the department.

Meets with staff to review and evaluate existing programs, plan and implement new programs, and review status of maintenance and facility operation, renovation, and capital improvements projects; works with division heads in scheduling personnel for programs.

Prepares and submits annual operating, five-year capital budget and major capital budget for the Parks Division and Hopelands/Rye Patch; administers funds for the divisions; monitors expenditures to ensure compliance with budget.

Prepares bids for major purchases for the Parks Division, Hopelands  and Rye Patch; assists in preparing specifications and bids for construction projects.
Manages construction projects; reviews work in progress; reviews and approves pay requests and change orders.

Meets with the public to respond to questions and resolve problems concerning the City's leisure programs and facilities; performs public relations work within the community and state.

Assists in preparing grant applications for federal and state funds for projects; adminstraters grants.

Develops and maintains cooperative relationships with other City departments, outside agencies and groups, outside vendors, and general public contacted in the course of work; provides assistance when requested.

Essential Safety Functions:

It is the responsibility of each employee to comply with established policies, procedures, and safe work practices.  Each employee must follow safety training and instructions provided by their supervisor.  Each employee must also properly wear and maintain all personal protective equipment required for their job.  Finally, each employee must immediately report any unsafe work practices or unsafe conditions as well as any on-the-job injuries or illnesses.

Every manager/supervisor is responsible for enforcing all safety rules and regulations.  In addition, they are responsible for ensuring that a safe work environment is maintained, safe work practices are followed, and employees are properly trained.
Examples of Other Major Responsibilities:
Prepares reports, papers, and other documents appropriate to the division; maintains and updates records and manuals.

Attends seminars and studies written materials to maintain knowledge of current practices in the field.

Performs other related duties as required.

MATERIALS AND EQUIPMENT USED:
General Office Equipment

Blower



Compressor
Power Tools



Maintenance Equipment 
Top Spreader
Trucks & Light Equipment

Computer


Chain Saw

Backhoe



Telephone


Hand Tools
Motor Grader



Front End Loader

Dingo


Bobcat loader



Aerofier


Buffer


Box blades



Two-Way Radio

Tractor
Light Construction Equipment
City Vehicles


Mowers
Heavy Construction Equipment





KNOWLEDGE, SKILLS, AND ABILITIES:
Extensive knowledge in operation and maintenance of Parks and Recreation facilities inclusive of athletic facilities, parks and grants, buildings, landscaping, irrigation, and all related equipment as normally acquired by bachelor degree program in Recreation or a related field.
Four to five years of progressively complex and responsible related work experience, which includes two years of supervisory and experience to effectively manage day-to-day activities of assigned employees.

Analytical skills necessary to evaluate delivery of public services critically, respond to deficiencies by identifying and implementing appropriate corrective actions, develop and administer sound policies, procedures, and budgets, and oversee the work of others.

Interpersonal skills necessary to provide effective leadership to subordinates, maintain a variety of internal and external contacts, and work cooperatively with superior and subordinate staff.

Ability to concentrate and pay close attention to detail for up to 75% of work time when reading reports, preparing budgets, or investigating citizen complaints.

More than moderate amount of physical effort required associated with walking, standing, lifting and operating equipment approximately 25% of work time.

Works primarily outside, (approximately 25% of the time) exposed to temperature extremes, dirt, dust, noise, etc.  remainder of time spent inside in administrative capacity.

MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience:
Bachelor level degree in Recreation or related field from an accredited college or university.

Four to five years experience developing and providing leisure service programs, including two years supervisory experience, or any equivalent combination of education and experience which provides the required knowledge, skills, and abilities.

SALARY
DOQ

Range $54,000 - $92,000
Licenses and Certifications:
Must obtain First Aid, CPR, AED & DDC-8 within 6 months of employment. 

Valid State Issued Driver’s license in good standing 

NRPA certification preferred.

This class specification should not be interpreted as all inclusive.  It is intended to identify the major responsibilities and requirements of this job.  The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.

