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TOWN OF SURFSIDE

RECREATION LEADER if

DEPARTMENT; PARKS AND RECREATION NON-EXEMPT

GENERAL DESCRIPTION:

Under general supervision of Parks and Recreation Superintendent assists with the year-round
recreational programs. Work is reviewed through observation and reports for adherence to
established policies and procedures.

ESSENTIAL JOB FUNCTIONS:

1. Teaches recreational fundamentals as required and enforces policies, rules, and safety
regulations for participants.

2. Assists the children in learning crafts, athletics, games, and teamwork.
3. Performs various duties involving the issuance, receipt, storage, and inventory of

recreational equipment, games, and craft supplies.
4. Works with the public.
5. Prepares flyers, posters and other materials to promote programs and increase

community awareness and individual participation.
6. Assists with the coordination and planning of Town wide special events.
7. Assists with planning, organizing, implementing, supervising, and evaluation of specific

recreation programs and summer camp.
8. Operates Town vehicles and equipment in a safe and efficient manner.
9. Assists in preparing schedules and work orders.
10. Assist with park inspections to ensure the safety of the public and park facilities.
11. Inputs and removes information from Town website.
12. Assists in operation of all the Town's Parks and Recreation Facilities.

13. Coordinates year-round and seasonal recreation staff, contractual instructors, coaches
and volunteers in the development and implementation of recreation programs and
facility operations.

14. Takes photographs of recreational activities for Town publications.
15. Supervises and participates in customer service aspects including but not limited to:

program registrations, facility reservations, daily operations, customer service etc.
16. Assists in promotion of recreation programs and facilities through department marketing

materials and related communications.

17. Performs a variety of duties such as answering phones, computer correspondence,
running errands, facility setup and breakdown, etc.

18. Acts as a recreational advisor to clubs and special interest groups.
19. Assists in facility maintenance and upkeep as required.
20. Performs other functions as assigned.






