
City of Mt. Vernon 
Job Description 

   
Job Title: Park and Recreation Director 
Department:  
Reports To: Parks and Recreation Board 
FLSA Status:  
Prepared By: Quality Results Now 
Prepared Date: 04/28/2006 
Approved By:  
Approved Date:  
  
Summary Coordinates activities of Park and Recreation employees and other 
workers engaged in development, protection, and utilization of city parks and 
recreational facilities by performing the following duties personally or through 
subordinate supervisors. 
 
Essential Duties and Responsibilities include the following. Other duties 
may be assigned. 
 
Tours areas to assess development possibilities and determine maintenance 
needs. 
 
Prepares estimates of costs to plan and provide or improve recreation and 
visitor safety. 
 
Sets goals and objectives of department and delegates proper activities to 
individual managers. 
 
Supervises recreation, maintenance and community center/pool manager and 
provides feedback on their suggestions for program development. 
 
Answers letters of inquiry and addresses visitors and civic organizations to 
inform public of park regulations and available recreational facilities. 
 
Plans community activities for parks and recreation facilities. 
 
Prepares reports of area activities. 
 
Maintains records of attendance, permits issued, and monies received. 
 
Supervisory Responsibilities                       
Directly supervises employees in the Parks and Recreation Department. 
Carries out supervisory responsibilities in accordance with the organization's 
policies and applicable laws. Responsibilities include interviewing, hiring, and 
training employees; planning, assigning, and directing work; appraising 
performance; rewarding and disciplining employees; addressing complaints 
and resolving problems. 
 
 
Competencies                       
To perform the job successfully, an individual should demonstrate the 
following competencies: 



 
Problem Solving - Identifies and resolves problems in a timely manner; 
Gathers and analyzes information skillfully; Develops alternative solutions; 
Uses reason even when dealing with emotional topics. 
 
Project Management - Develops project plans; Coordinates projects; 
Completes projects on time and budget; Manages project team activities. 
 
Technical Skills - Pursues training and development opportunities; Strives to 
continuously build knowledge and skills; Shares expertise with others. 
 
Customer Service - Manages difficult or emotional customer situations; 
Responds promptly to customer needs; Responds to requests for service and 
assistance. 
 
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains 
confidentiality; Listens to others without interrupting; Keeps emotions under 
control; Remains open to others' ideas and tries new things. 
 
Oral Communication - Speaks clearly and persuasively in positive or negative 
situations; listens and gets clarification; responds well to questions. 
 
Written Communication - Writes clearly and informatively; Edits work for 
spelling and grammar. 
 
Change Management - Communicates changes effectively; Builds commitment 
and overcomes resistance. 
 
Delegation - Delegates work assignments; Gives authority to work 
independently; Sets expectations and monitors delegated activities; Provides 
recognition for results. 
 
Leadership - Exhibits confidence in self and others; Inspires and motivates 
others to perform well; effectively influences actions and opinions of others; 
Accepts feedback from others. 
 
Managing People - Includes staff in planning, decision-making, facilitating and 
process improvement; Makes self available to staff; Provides regular 
performance feedback; Improves processes, products and services. 
 
Cost Consciousness - Works within approved budget; Develops and 
implements cost saving measures. 
 
Diversity - Shows respect and sensitivity for cultural differences; promotes a 
harassment-free environment. 
 
Ethics - Treats people with respect; Works with integrity and ethically. 
 
Judgment - Displays willingness to make decisions; Includes appropriate 
people in decision-making process; Makes timely decisions. 
 
Planning/Organizing - Prioritizes and plans work activities; Uses time 
efficiently; Sets goals and objectives. 



 
Professionalism - Approaches others in a tactful manner; Reacts well under 
pressure; Treats others with respect and consideration regardless of their 
status or position; Follows through on commitments. 
 
Safety and Security - Observes safety and security procedures; Uses 
equipment and materials properly. 
 
Adaptability - Adapts to changes in the work environment; Able to deal with 
frequent change, delays, or unexpected events. 
 
Dependability - Follows instructions, responds to management direction; 
Takes responsibility for own actions; Keeps commitments. 
 
Initiative - Undertakes self-development activities. 
 
Qualifications To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Education and/or Experience                       
Bachelor Degree in Recreation or related field 
 
Language Skills                       
Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals.  Ability to write routine 
reports and correspondence.  Ability to speak effectively before groups of 
customers or employees of organization. 
 
Mathematical Skills                       
Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals.  Ability to compute rate, 
ratio, and percent and to draw and interpret bar graphs. 
 
Reasoning Ability                       
Ability to apply common sense understanding to carry out instructions 
furnished in written, oral, or diagram form.  Ability to deal with problems 
involving several concrete variables in standardized situations. 
 
Computer Skills                       
Basic PC Skills are required. 
 
Certificates, Licenses, Registrations  
 
 
 
 
Physical Demands The physical demands described here are representative 
of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 



 
While performing the duties of this job, the employee is frequently required to 
talk or hear. The employee is occasionally required to stand; walk; sit; use 
hands to finger, handle, or feel; reach with hands and arms; climb or balance 
and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or 
move up to 50 pounds. Specific vision abilities required by this job include 
close vision and distance vision. 
 
 
Work Environment The work environment characteristics described here are 
representative of those an employee encounters while performing the 
essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is occasionally exposed 
to high, precarious places and outside weather conditions. The noise level in 
the work environment is usually moderate. 
 
 
 


