
Recreation Supervisor
Broadview Park District

Contact Name: Brian Dawson
Contact E-mail: bdawson@broadviewparkdistrict.net
Contact Phone: 7083435704
Closing Date:
Salary: $35,000-$40,000

Description:
Recreation Supervisor 
The Broadview Park District has an exciting opportunity for the right candidate who is looking to make
an impact in the community. They will create, promote, plan, and supervise recreational programming
year round for early childhood, youth camp and adult programming. This person will also assist with
new part time hires, training and supervising seasonal staff. This person works with local school
personnel, special interest groups and community partners to coordinate facilities and programming
needs. The position requires an energetic, flexible, creative, culturally competent individual who can
multitask and lead. The position will require occasional weekend and weekend hours dependent on
programs and events scheduled. 
The qualified applicant should have a Bachelor’s degree in Recreation Administration, or a related
field. Prior experience in the Recreation field is preferred. Applicant must successfully complete a
background check and drug screening.
Essential Job Functions:
1.	Responsible for assisting in the organization, planning, operation and supervision of recreation
programming.
2.	Assist with the planning of all special events. 
3.	Assist with the creation of park publications and social media presence.
4.	Assist in the moving, lifting, coordination and inventory of facility equipment.
5.	Directly supervise and monitor recreation programs and events during event and program hours.
6.	Personnel management, supervision, and evaluation of recreation instructors, part time staff,
seasonal staff, volunteers and coaches during activities, programs and special events.
7.	Assist in registration of programs and facility rentals while maintaining confidentiality of patrons.
8.	Oversee the recording of data pertaining to recreation programs and operation for quarterly
reporting. 
9.	Recruit, hire, assign, and schedule instructors, coaches and referees for activities.
10.	Assist in the development of new community partnerships.
11.	Assist in the development of the Broadview Park District activity calendar.
12.	Develop and monitor budgets for programs and special events.
Basic Requirements
1.	Must have the ability to independently resolve problems and mediate when necessary.
2.	Must have strong administrative skills and experience in training and supervision.



3.	Must have a valid driver’s license and be able to travel between multiple locations.
4.	Must be highly organized, self motivated and have excellent communication skills.
5.	Must have experience in data entry, word processing, and be social media savvy.
6.	Must be able to attend department meetings to work toward creation of programming.
7.	Must be able to work outdoors for during events and programs.
8.	Must be able to perform moderately physically intensive tasks, potentially including and combination
of the following: climbing, balancing, stooping, sitting, kneeling, crouching, crawling, reaching,
standing, walking, pushing, lifting up to 30 pounds, talking, substantial movements, (motions) of the
wrists, hands, and/or fingers.

The Broadview Park District provides equal employment opportunity (EEO) to all persons regardless
of age, color, national origin, citizenship status, individuals with disabilities, race, religion, creed,
gender, sex, sexual orientation, gender identity, or marital status.


