
 

 

Vinton Parks and Recreation Department 
Job Description  

Director of Parks and Recreation 
 

 
Objectives 
The Director of Parks and Recreation’s objectives are to provide executive leadership, administration 
and direction of the operational, financial, personnel, and capital improvement activities of the Parks & 
Recreation Department which includes the following areas:  Recreation, Parks, Recreation Center, 
Skate & Activity Center, Swimming Pool and other potential properties as acquired.  
 
Acceptable Experience and Training 
Graduation from and accredited college or university with a Bachelor’s Degree in recreation 
management, park management or related field; and experience in Parks & Recreation administration 
and management; or Any equivalent combination of experience and training which provides the 
knowledge and abilities necessary to perform the work.   
National Recreation & Parks Association recognized Certified Park & Recreation Professional (CPRP) 
preferred. 
 
Examples of Essential Work (Illustrative Only) 
Directs plans and promotes a comprehensive parks & recreation program, including parks, recreation 
and all department facilities; 
Initiates staff recruitment, selection, training and discipline of all department employees; 
Develops and implements policy affecting all aspects of the parks and recreation program; 
Continually evaluates the effectiveness of the parks and recreation programs and facilities and makes 
recommendation to the Board, City Administrator and City Council as directed; 
Communicates with the Board and City Administrator and provides information, alternatives and 
recommendations for decision making, policy adoption and special projection studies; 
Prepares and provides budgetary direction for the department, including coordination of operating, 
capital improvement budget, budget analysis and budget decisions; 
Prepares financial plan; develops goals and objectives; reviews and approves expenditures; prepares 
budget amendments and develops fees and charges; 
Directs fund raising campaigns to support the development of department programs and facilities to 
include but not limited to grant writing; 
Performs long-range planning to include the development and implementation of the department’s 
goals; 
Performs public relations functions for parks & recreation programs such as responding to public 
comments, complaints concerning program activities and service requests; represents the department 
at meetings and community functions; 
Ability to communicate both verbally and in writing, including public relation functions, responding to 
public comments and complaints, preparing and presenting reports and studies; 
Ability to manage and direct a professional staff by ensuring the quality and efficiency of work, the 
understanding of their responsibilities and the resolution of their questions; 
Ability to plan, develop, and administer operating and capital budgets; 
Ability to provide evidence of continuing professional development through attendance at workshops, 
professional development courses, conferences, professional writing, presentations, etc; 
Ability to work cooperatively and to maintain effective working relationships to accomplish job 



 

 

responsibilities; 
Ability to quickly learn and put to use new skills and knowledge brought about by rapidly changing 
information and/or technology; 
Ingenuity and inventiveness in the performance of assigned task; 
Ability to operate motor vehicles; 
Available during evenings and weekends to respond to program, event, park and facility needs. 
 
 
Essential Physical Abilities 
Requires the following with or without reasonable accommodations: 
Sufficient clarity of speech and hearing, which permits the employee to communicate effectively; 
Sufficient vision, which permits the employee to review a wide variety of written correspondence, 
reports and related material in both hardcopy and electronic form; 
Sufficient manual dexterity, which permits the employee to operate a keyboard and produce hand-
written materials and notations, and on occasion operated parks and recreation equipment; 
Sufficient personal mobility, which permits the employee to visit work sites in the community and to 
attend a wide variety of parks and recreation events. 
 
 
This job description is not a complete statement of every task and responsibility that is required on the 
job.  It contains the major duties performed by an individual and may require a person to assist with 
other tasks as necessary. 


