
TITLE:  DIRECTOR OF RECREATION  

 

FLSA STATUS:  EXEMPT 

 

POSITION SUMMARY: 

 

This is an administrative/supervisory position with the Township and 

the employee oversees the daily operation of the Township's participant 

recreation programs. The employee also performs other assigned duties.  

 

REPORTS TO: 

 

- Director Finance & Administration 

 

SUPERVISES: 

 

- Participant recreation employees 

- Independent contractors who provide services to the Recreation 

Program.  

 

PRINCIPAL ACCOUNTABILITIES AND/OR TASKS: 

 

- researches current recreational practices and proposes goals and 

objectives to enhance the quality of life for all residents 

- prepares and updates strategic plan for recreational facilities 

- benchmarks current recreational practices and develops 

measurement process and performance standards for recreation programs 

- adheres to the Pennsylvania Park and Recreation Society Code of 

Ethics 

- oversees and administers the Summer Recreation Program 

- oversees and administers recreational programs, trips and 

activities that have been authorized by the Park & Recreation Board 

- writes and  publishes the Summer and Winter Recreation Program 

Flyers 

- attends Park & Recreation Board meetings and prepares a monthly 

report of activities 

- prepares participant recreation budget for review and approval by 

the Park and Recreation Board  

- operates department within the approved budget 

- schedules field use and resolves conflicts with park field and 

facility usage 

- monitors Township Park usage to insure compliance with Township 

Ordinances 

- maintains and updates the information in the Geo Plan Park module 

- advises the Director of Public Works of Federal, State, and 

County grant opportunities and prepares grant applications for same 

- uses GPS equipment to locate inlets, manholes, etc. for GIS 

Program 

 

- maintains and updates property records files 

- maintains and updates Subdivision and Land Development files 

- authorizes the release of deposit checks for facility usage 

- answers questions regarding participant recreation programs 

- data entry for the Geo Plan/GIS program [if time permits 

 

INTERPERSONAL INTERACTIONS REQUIRED: 

 



Internal Contact: 

 

- Township Manager 

- Department Heads 

- Office Staff 

- Public Works Personnel 

- Township Officials (including Authority, Board, and Commission 

Members) 

 

External Contact:   

  

- Residents 

- Vendors 

 

PHYSICAL DEMANDS:  

 

The employee must be able to read and write at a college level.  The 

employee must be able to hear, speak, move 25 pounds from one location 

to another, use a phone, use a computer, and climb up and down stairs.  

In addition, the employee may be exposed to heat and cold. 

 

REQUIRED EDUCATION AND EXPERIENCE: 

 

- Bachelors Degree in Recreation, Health or Physical Education and 

2 years experience in a similar position 

- Working knowledge of Microsoft Office 

 

REQUIRED SKILLS: 

   

The employee must be able to reason, solve problems, and communicate 

with Township personnel, residents, etc. in both written and oral form. 

The employee must be able to use basic office equipment, and have an 

intermediate skill level with word processing, spreadsheets, and date 

entry applications, and read and write at a college level. Good 

organizational and communication skills are required.     

 

REQUIRED LICENSES, REGISTRATIONS, OR CERTIFICATES: 

 

- Valid PA Drivers License   

 

The PSATS Ordinance Database includes examples that townships can use when 

developing their own ordinances, job descriptions, and personnel regulations. Please 

keep in mind that these examples are merely an informational resource for you to 

use in developing your own ordinance, job description, or personnel regulation. 

PSATS does not guarantee the legal effectiveness of any of these examples, nor their 

appropriateness to any particular situation. These are for your judgment in 

consultation with your legal representative. PSATS encourages township officials to 

review and discuss all proposed ordinances, job descriptions, or personnel 

regulations with their township solicitor. 

 


