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CITY OF COVINGTON
JOB DESCRIPTION


Job Title:	Athletics Specialist

Department:	Parks & Recreation Department

Reports To:	    	Recreation Manager

Overtime Classification:	Non-Exempt	  

Date:	Revised February 2014


Definition:

Responsible for designing, developing, implementing, coordinating, promoting, and evaluating daily programs and operations of the city’s athletics programs.  Oversee day-to-day athletics operations and staff, volunteers and contractors.  Must be able to work in a high-paced environment and effectively manage a sizeable workload.  This position may require work that falls outside of the normal work schedule, including evenings and weekends. This is a full-time (average 40-hours per week) position, which is FLSA-covered and eligible for overtime compensation.

Supervision:

Work under guidance and supervision of the Recreation Manager.

Essential Job Functions:

1. Understand the community’s athletic program needs through ongoing surveys, evaluations and program participation analysis.
1. Design, develop, plan and implement athletics programs to meet community needs; develop and recommend short- and long-range plans to enhance existing programs or to create new programs.
1. Develop and implement procedures to maintain safe facilities; supervise and observe staff to ensure safe operation of athletics programs and facilities.
1. Develop and conduct training on emergency procedures and accident prevention.
1. Supervise and train athletics facility staff, coaches, umpires, referees and program volunteers; assure proper training and certification of staff per American Red Cross standards.
1. Coordinate the design and implementation of athletic programs with external agencies and organizations.
1. Inventory all supplies and equipment.
1. Monitor revenue collection procedures.
1. Promote athletics programs and facilities of the division.  Prepare copy for website, forms, flyers, newsletters, brochures, and media releases.
1. Respond to emergencies and other situations, as authorized and as needed.
1. Participate in the development of the athletics division budget.
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1. Participate in securing sponsorships.

1. Maintain positive working relationships with staff, volunteers and members of the public.

1. Assist with ActiveNet (recreation software) operation, including POS systems, registration, facility booking, customer account management, memberships, and activity management. Recommend development, implementation, and revisions as needed for utilizing ActiveNet for the Athletics Division.
1. Driving is essential to perform job functions (see special requirements).


Secondary Job Functions:

· Perform other related duties, as assigned.


Qualifications:

Knowledge of:

1. Athletic programs and duties of other athletic program personnel.
1. City’s policies and procedures.
1. First Aid, Bloodborne Pathogen and CPR training.
1. Effective public relations techniques and principles, including skill in working with diverse populations and cultures.
1. National Standards for Youth Sports (NAYS).
1. Concussion/head injury management.
1. Conflict resolution skills.
1. Organizational skills.
1. Presentation, marketing, and negotiation skills.
1. Budgeting techniques and principles; mathematical skills.
1. Management and supervisory techniques and principles.
1. Personal computer and applicable software.
1. Facility scheduling.
1. Contracted services for athletics officials, referees and umpires

Ability to:

1. Effectively train and lead staff and volunteers in assigned work projects; plan, schedule, and review subordinate staff work.
1. Enforce athletic program policies and safety practices. 
1. Establish and maintain effective working relationships with fellow employees and the general public. 
1. Communicate effectively, both verbally and in writing. 
1. Utilize personal computer and applicable software to fulfill requirements of the position.


Education and Experience:

Minimum Criteria:
Bachelor’s Degree in Recreation or Recreation and Park Administration, and at least one year of relative full-time work experience related to athletics; or an equivalent combination of education and experience that would provide evidence of the skills, knowledge and abilities required to perform the job functions.

Preferred Criteria: (In addition to Minimum Criteria)
Experience with administrating recreation software and facility and athletic leagues scheduling.
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Special Requirements:

1. Active membership and involvement in the Washington Recreation and Park Association.
1. American Red Cross First Aid and Safety certification.
1. Bloodborne Pathogen Training
1. Certified Parks and Recreational Professional or ability to obtain. 
1. Continuing professional development in athletics/recreation.
1. Possession of a valid Washington State driver’s license and a driving record acceptable to the City’s insurance carrier.
1. Proper documentation to fulfill the requirements of the Immigration and Nationality Act within three (3) days of employment is a condition of employment with the City of Covington.


Physical Demands and Work Environment:

1. Constant Demands:  Sitting, talking, hearing, seeing, standing, walking, stooping, kneeling, balancing.

1. Frequent Demands:  Driving, climbing, crawling, pushing, pulling, feeling, reaching, lifting, grasping, twisting above the waist and reaching, bending at waist, repetitive hand and arm motion, and fine finger manipulation in the use of a computer.



