Connecticut

Recreation Program Leader

Full-time position

Program Leader

The Town of East Hampton is seeking a candidate to fill the full-fime position of
Recreation Program Leader. The Program Leader will develop, promote,
initiate, supervise, and facilitate a wide variety of age-appropriate recreation
programs. This is a 35-hour, revenue generated position. The position requires
a flexible schedule to include day, evening, and weekend hours. Four years'
experience in recreation, athletics, or closely related field. College training in
recreation management or similar major may be substituted for general
experience. Conducting and supervising recreation programs and prior
public recreation experience is preferred. $20.00 to $25.00 per hour. Benefit
package offered.

Interested candidates should submit a cover letter, resume and an
employment application by June 5, 2024, or until filled, to the Town of East
Hampton, Department of Human Resources, 1 Community Drive, East
Hampton, CT 06424, or by email to [seymour@easthamptonct.gov.
EOE/AA/M-F.

An employment application and job description may be found at
www.easthamptonct.gov.

Posted: May 17, 2024
Closing: June 5, 2024, (or until filled)

Distribution:

M. Angeli, NAGE, Local R1-216

J. Dombroski, NAGE, Local R1-319
M. Hanlon, AFSCME, Local 2407

K. Merrifield, MEUI
www.easthamptonct.gov
Employee emails

Town bulletin boards

Board of Education

CRPA (Connecticut Recreation and Parks Association)
Rivereast News Bulletin (5/24/2024)
Indeed.com
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Connecticut

Recreation Program Leader

General description

The Purpose of this position is to develop, promote, initiate, supervise and
otherwise conduct a wide .variety of age-appropriate passive, active and
developmental recreation programs and other programs offered by or under
the direction of the East Hampton Parks and Recreation Department. A program
supervisor is responsible for maintaining and improving the efficiency and
effectiveness of all areas under his/her direction and control.

Supervision
Supervision Scope: Performs responsible duties requiring a high level of initiative

and judgment in developing, planning, supervising, and implementing the
department’s programs, activities and services, and supervising program
volunteers; formulates, recommends, and implements decisions regarding
policies, procedures, and operations.

Supervision received

Works under the general direction of the Parks and Recreation Director and
according to professionally accepted and department policies, procedures,
and practices. The position is subject to review and evaluation according to the
Town's personnel policies and procedures.

Supervision exercised

A Program Supervisor is responsible for the supervision of all programs and
volunteers within his/her assigned areas of responsibility and other programs and
staff in the absence of Program Coordinator or the Parks and Recreation

Director.

Essential functions .
(The essential functions or duties listed below are intended only as illustratfions of

the various types of work that may be performed. The omission of specific
statements of duties does not exclude them from the position if the work is
similar, related or a logical assignment to the position.)

o Develops, plans, promotes, administers, enlists participation in and
supervises community active and passive recreation programs including
relevant program operational policies and procedures; assists in the
development of program marketing materials.

e Assists in retaining and training seasonal and other recreation
department employees and contractors; establishes
employee/contractor program and other job-related objectives and
expectations; provides effective and otherwise appropriate
employee/contractor and program supervision; evaluations employee
and program performance and effectiveness in relation to program
objectives.

o Provides for a safe conduct of Town of East Hampton active and passive
recreation programs; provides for the adequate protection and
appropriate use of property, materials, equipment, and supplies used in
recreation programs.
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e Plans for and timely purchases program materials and supplies according
to the Town's purchasing policies and procedures.

e  Assists the Program Coordinator and Director in appropriately managing
the Department's financial resources, both revenues and expenditures,
to achieve financial objectives.

e Promotes positive public relations with the public and with public, private,
voluntary, and commercial agencies sponsoring and/or co-sponsoring
activities and programs with the Department.

e Prepares, presents, and discusses periodic reports to the Program
Coordinator and Director and otherwise as directed.

Connecticut

Other Functions
e Publicizes programs and activities ulilizing appropriate methods and

media.
e Performs similar or related work as required or as the situation dictates.

Knowledge, skills, and abilities

Knowledge: A strong working knowledge of the theories, principles and
practices of current recreation program planning, administration, supervision,
promotion, and control; a working knowledge of the principles and practices of
business and public administration as this knowledge relates to active and
passive recreation; knowledge of cument first-aid skills, CPR, medical

administration, and blood borne pathogens.

Skill: Has highly developed skills in the development, initiation, promotion,
supervision and conduct of a wide variety of age appropriate active, passive
and developmental recreation programs; is proficient in the use of standard
office equipment and in the use of Microsoft Office automation applications
and in particular Word and Excel.

Ability: An ability to communicate orally and in writing clearly and concisely;
ability fo develop, administer, coordinate, supervise and analyze the
effectiveness and appropriateness of recreation programs, participants, officials
and other facilitators; an ability to evaluate the appropriate use and acquisition
of materials, tools, equipment and facilities relative to the conduct of related
recreatfion programs; an ability to develop and maintain effective and
appropriate working relationships with the public, employees, contractors,
suppliers and program participants; an ability to effectively and appropriately
evaluate and make operationdl judgements regarding recreation programs,
facilifies, materials, equipment, supplies and the involvement of parficipants,
parents, other public officials or employees and spectators; must develop and
maintain an ability to work effectively with the Recreation Department's
computer applications and business procedures.

Minimum required qualifications

Education Training and Experience: Four years’ experience in recreation,
athletics, or a closely related field. College training in recreation management
or similar major may be substituted for general experience on the basis of fifteen
semester hours equaling one half year of experience to a maximum of four years
for a bachelor's degree. Must have some experience conducting and
supervising recreation programs or work of a like or similar nature; prior public
recreation experience is preferred; a working knowledge of recreation program
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software is preferred; or any equivalent combination of education and
experience. Within the First (6) Months of employment required to get first aid,
CPR, blood borne pathogens training.

Connecticut

Special requirements

A person in this position must have and maintain a current valid motor vehicle
operator's license; A person in this position must be able to pass a background
check and maintain a history free of any criminal convictions; is required to take
and successfully complete additional training in recreation programs, tools and
equipment, and safety policies and procedures; must be able to work evenings,
weekends and some holidays as assigned.

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 functions of this job, the employee is required to sit, stand,
stoop, walk and run for varied durations; is frequently required to talk and listen;
uses hands to finger, handle or feel objects, tools, or controls; reaches with hands
and arms; kneels and bends to work on projects or with equipment and tools;
specific vision abilifies required include close, color and distance vision,
peripheral and depth perception and the ability to adjust focus; ability fo
operate motor vehicles, tools and office and recreation equipment efficiently in
a skilled manner; ability to lift up to 50 lbs. and over 50 lbs. with assistance; must
be able to hear normal sounds, distinguish sound as voice patterns and
communicate through human speech using commonly understood American
English.

Work environment

The work environment characteristics described here are representative of this
an employee encounters while performing the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disability
to perform the essential functions.

Work is performed indoors and outside under all prevailing weather conditions
and according to assigned work schedules including weekdays, weekends, and
holidays. The work involves supervising and being physically able to participate
in a broad range of passive and active recreation programs. It involves the
operation of manually controlled, electronic, motorized and/or other powered
equipment incidental to recreation programming requiring physical dexterity
and communication skills. The nature of the work performed, or the work
environment may be hazardous requiring a working knowledge of relevant job
safety practices, the use of safety equipment and enforcing compliance with
industry standard safety procedures and precautions.

(This job description does not constitute an employment agreement between
the employer and the employee. It is used as a guide for personnel actions and
is subject to change by the employer as the needs and requirements of the job
change). (2022)
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