
ESSENTIAL JOB DUTIES AND/RESPONSIBILITIES 

The following duties are normal for this position.  The omission of specific statement of the duties 

does not exclude them from the classification if the work is similar, related, or a logical assignment 

for this position.  Other duties may be required, assigned and expected aside from those set forth 

below to address operational needs and changing operational practices. 

JOB IDENTIFICATION 

Job Title: Pay Grade: 

Department: FLSA Status: 

Location: Reports to Position: 

Effective Date: 

JOB SUMMARY 



QUALIFICATIONS 

Education and Experience Guidelines 
Any combination of education and experience that would like provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities required for this position 
would be:      

 Education and Training 

 Experience 

Licenses or Certification Required 

The following generally describes the knowledge and abilities required in order to successfully 
perform the assigned duties of the position: 

 Knowledge of: 



Ability to: 

APPROVAL/ACKNOWLEDGEMENT 

_____________________________________  _____________ ______________
Department Head      Title            Date 

_____________________________________  HR Director  ______________ 
Human Resources Director         Title          Date 

_____________________________________ City Manager  ______________ 
City Manager            Title     

____________________________________________________ 

Date 

______________
Incumbent Employee Printed Name and Signature      Date 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  In compliance with the Americans with Disabilities Act, 
the City encourages both prospective and current employees to discuss potential accommodation 
needed to perform the essential duties of this position. 

 Environment:   

Physical Demands:   See Accompanying Page

 Key Working Relationships:   



Rare 
0%-10%  

of the time 

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

LIFT/CARRY 

1-10 lbs 

 11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

PUSH/PULL 

1-10 lbs 

11-20 lbs 

21-50 lbs 

51-75 lbs 

76-100 lbs 

MOVEMENT 

Bend/Stoop/ 
Twist 

Crouch/ 
Squat 

Kneel/Crawl 

Reach Above 
Shoulders 

Reach Below 
Shoulders 

  Repetitive 
Arm Use 

Repetitive 
Wrist Use 

Repetitive 
Hand Use 

a) grasping

b) squeezing

Climb 
Stairs/Ladder 

Uneven 
Walking 
Surface 

Even Walking 
Surface 

PHYSICAL REQUIREMENTS –  
Rare 

0%-10%  
of the time

Occasional 
11%-33%  

of the time 

Frequent 
34%-66%  

of the time 

Continuous 
67%-100%  
of the time 

EQUIPMENT USE & OPERATION 

Motor Vehicle 

Heavy Equipment 
(Backhoe, dump 

truck) 

Large Apparatus 
(Fire Truck, Street 

Sweeper) 

Small Equipment 
(Mower) 

Handheld 
tool/equipment 

(tamps, weed 
eaters, shovel) 

WORK WITH/NEAR 
Machinery 

Electricity 

Power Tools 

Impact Tools 

Chemicals 

Fumes 

Heights 

ENVIRONMENT 
Indoors 

Outdoors 

Extreme Heat 

Extreme Cold 

Dusty 

Excessive Noise 

Other (explain) 

ENDURANCE 
Task Hours at One Time Total Hours in an 8 Hour Day 

Sit 

Stand 

Walk 

HEARING/VISION/DEXTERITY 
N/A AVERAGE LOW 

Hearing Acuity

Visual Acuity  

Manual dexterity 

Additional Considerations (including clarification of any of the 

above) 


	Pay Grade: EAP - 9
	FLSA Status: Exempt
	Location: Parks&Recreation Office
	Reports to Position: Parks&Recreation Director
	Effective Date: 11/7/22
	JOB SUMMARYRow1: Under general direction plans administrative and records management procedures, analyzes and revises procedures to promote efficiency;plans and submits budget requests;leads and directs activities of supervisors;ensures that staff has necessary supplies and equipment conduct programs;oversees recreational and instructional programs at the various centers;interviews, orients and trains employees, approves and schedules leave time; counsels employees on work related issues and rates performance and performs additional tasks in support of the department's administration as needed or upon request.
	Ability to: Comprehend recreation literature, regulations, reports, financial statements and other moderately complex material.  Prepare directives, memorandum, correspondence, bulletins, brochures, fliers, narrative reports and similar documents.  To direct, train, and counsel employees and discuss recreation matters with community leaders and other professionals.  To analyze data to compute means and trends and compile numerical reports. Use word processing, spreadsheet and database programs.  To develop plans and schedules.  To effectively use human, financial, physical and information resources to accomplish goals.  To work from direction where general objectives are established.
	Date_2: 
	Date_3: 
	Date_4: 
	Total Hours in an 8 Hour DaySit: 3
	Hours at One TimeStand: 3
	Total Hours in an 8 Hour DayStand: 3
	Hours at One TimeWalk: 2
	Total Hours in an 8 Hour DayWalk: 2
	undefined_3: 
	Essential Duties: A. Planning and Administration (25%)- Confers with Parks and Recreation Director on objectives and operating plans.  Analyzes operations and procedures in recreation centers and related facilities  and revises as necessary to promote efficiency.  Plans administrative and records management procedures.  Orders necessary equipment, tools and supplies.  Maintains file of books, publications and reference materials on recreation management and programs. Assess and researches the community to determine needs for community members.  Plans and organizes diversified year round and summer recreation programs for youth, adults and seniors.  In cooperations with the Parks and Recreation Director, assesses requirements for facilities and equipment.  Plans and submits budget requests.  Plans and assigns work to Center Coordinators and Tennis Coordinator.  
	Essential duties 2: B. Recreation Operations (40%) - Writes instructions and/or holds group meetings and conferences with supervisors and other reports to explain plans, priorities and work procedures.  Ensures that supervisors and employees have necessary supplies, equipment and manpower to conduct programs.  Monitors work climate and resolves work related issues.  Oversees and coordinates recreation programs at centers including music, dancing, arts and crafts, games, cultural arts and social recreation programs.  Adapts programs to meet needs of community members including young people, adults, senior citizens and persons with disabilities.  Oversees recreational and instructional programs at the tennis center.  Coordinates procedures to maintain accountability of recreation equipment and supplies.  Coordinates safety procedures, including lifeguard procedures at pools, safety for programs at recreation facilities, ensures that employees and community members take proper safety precautions and investigates accidents.  Coordinates with Athletic Coordinator in planning use of the facilities for league play.  Coordinates with Maintenance Superintendent in performing checks on equipment and repairs to facilities.  Coordinated the preparation and maintenance of records including vehicle mileage and facility usage. 
C. Staffing and Human Resources (20%) - Interviews and recommends selection of applicants for positions.  Orients new employees and conducts on the job training.  Establishes performance expectations for Center Coordinators, Tennis Coordinator and other employees.  Rates performance of employees and reviews ratings with employees.  Recommends pay actions.  Communicates work rules and administers or recommends disciplinary action.  Authorizes and schedules leave for employees.
D. Service to Department (15%) - Assists in conducting special events and functions.  Attends meetings, conferences, seminars and workshops.  Also review publications and other material to remain current on practices and new developments in field.  Performs related tasks as required.
 
	Licenses and Certs: 
	Knowledge: Substantial knowledge of community recreation including activities including music, dance, arts and crafts, aquatics, games, outdoor activities, team sports, social recreation and the recreational needs of varied community members including adults, youth, senior citizens, and persons with disabilities.  Knowledge of administrative office operations including office systems, communications, records and equipment.  Knowledge of supervisory management including planning, scheduling, staffing, and supervision.  Knowledge of organization, operation, policies, procedures and ordinances and regulations of the City of Phenix City.  Knowledge of location, use and requirements of centers and related facilities. 
	Hours at One TimeSit: 3
	Job Title: Recreation Superintendant
	Department: Parks and Recreation
	Education and Training: Four Year Degree or Graduation from high school with two years of specialized training
	Experience: Specialized training in community recreation or closely related area.
	Environment: Varies depending on sports season/indoor and outdoor games/events.
	Key Working Relationships: P&R Director, other city employees, various sports leagues and organizations
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