North Summit Special Recreation Service District Job Description

JOB TITLE:	
Part Time Assistant Director/Project Manager

JOB DESCRIPTION:
Part Time Assistant Director shall assist the District Director to fulfil and not limited to the following list of primary duties:

PRIMARY DUTIES:

· Plan, promote, and administer recreation programs based on the needs of the North Summit community. 
· Current youth recreation programs include baseball & softball, basketball, flag football, contact football, soccer, and volleyball. 
· Additional youth programs may also include things like dance, camps, special youth or adult tournaments, and other activities as fits current needs.
· Other community services may include administering programs such as hunters’ safety, concealed carry, ATV safety, and archery classes to name a few.
· Recruit, train, and supervise necessary personnel, including coaches, and event supervisors.
· Work with the Board to administrate the finances and develop and work within a budget.
· Secure and schedule athletic fields and facilities. Transport and sets up equipment for games and practices as needed; monitor and purchase necessary sporting equipment as budget permits.
· Oversee and create teams from paid and financially assisted registrations. 
· Organize and conduct parent orientation meetings, and training and meetings for coaches.
· Oversee, develop and distribute team practice and game schedules; train and schedule sports officials; develop and distribute sports rules, guidelines and handbooks.
· Oversee updating of the website, registration system, and social media accounts.
· Purchase and distribute team uniforms and awards.
· Work with the Board to develop a mission, goals, and key performance indicators for the North Summit Recreation programs.
· Communicate with and under the supervision of the Board.

COMPENSATION: Non-benefited and not to exceed 30 hours per week.  Pay scale $23-$30 per hour.  

