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POSITION DESCRIPTION  
 
 Job Title:  Parks Program Manager   
 Department:  Parks   
 FLSA Status:  Exempt   
 Job Code:  2053  
 WC Code:  9102  
 Effective Date: October 10, 2006 

      Last Revised:  January 1, 2010  
 Pay Grade:  NU18  
 Union:  Non-Union (Management)  
  
 
SUMMARY   
Administers, organizes, plans and directs the daily operations of the Parks Program, including management and 
budget; serves as the Parks Program representative to the Parks Advisory Board; develops draft long range plans for 
projects and programs for review by the Property/Facilities Division Manager, does related work as required.  An 
employee in this classification is responsible for managing the Parks Program, including parks and boat ramps 
operation and maintenance, recreation/nature area management, and cemetery operation and maintenance.  Work is 
performed under the general supervision of the Board of Commissioners who review work primarily on the assessment 
and accomplishment of established annual goals.  Management and supervision are provided to the Park Program 
staff. 
  
ESSENTIAL DUTIES AND RESPONSIBILITIES 
(Illustrative Only. Any single position in the classification will not necessarily involve all of the listed duties below and 
other positions will involve duties which are not listed. These duties represent the essential functions needed of 
persons in this classification.) 
 
1. Develops, implements and evaluates program goals and objectives that meet community needs for parks and 

ensures County facilities are maintained and operational. 
 
 2. Prepares and submits project grant applications and administers grants received. 
 
3. Supervises subordinate employees including assigning and reviewing work, evaluating performance, taking 

necessary disciplinary action, training, and making recommendations on hiring and termination decisions. 
 
4. Assists in developing land lease agreements and maintenance contracts; develops bid specifications and 

administers contracts for capital  improvement projects; and actively manages to ensure performance. 
 
5. Formulates and presents departmental budget to the Property/Facilities  Division Manager and assists in the 

budget presentation to the Commissioners and budget committee; monitors budget expenditures to remain 
within budgetary constraints. 

6. Promotes the use of parks and related programs to the public through speaking engagements, developing and 
distributing brochures and working with tourist committees. 



 
 7. Administers and interprets policies and procedures established for the operation and maintenance of parks. 
 
 8. Coordinates all park programs and activities with local agencies,  community groups and organizations. 
 
 
SUPERVISORY RESPONSIBILITIES 
Supervision is provided to the Park Program staff. 
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.   
 
Thorough knowledge of park and recreation programs; leisure and athletic needs of the community.  Considerable 
knowledge of supervision and personnel practices; budgeting and fiscal management; contract development and 
procedures. Plan, organize and direct a broad range of activities; prepare clear, concise reports; communicate 
effectively both verbally and in writing; accurately determine community recreation and park needs; establish and 
maintain effective working relationships with employees, elected officials, advisory board members and the general 
public. 
 
EDUCATION AND EXPERIENCE 
A Bachelor's degree in Recreation Management or related field; and five years of progressively responsible experience 
in the development and supervision of parks and recreational programs; or any satisfactory combination of experience 
and training which demonstrates the knowledge, skills and ability to perform the  above described duties. 
 
JOB IMPACT 
The most common consequence of error could include exposure to litigation, financial losses, public embarrassment, 
personal injury, and possible loss of life to the public due to improper management of parks programs, projects, or 
facilities, or improper maintenance or work procedures on public lands or sites, or improper operation and 
maintenance of public water systems in county parks, or  errors made in developing and administering agreements or 
contracts that could bind the County in owing additional monies. 
 
TYPICAL PROBLEMS ENCOUNTERED 
 Problems encountered in this position are:    
(1) Meeting the demands of the public and community groups for use of parks and related facilities and (2) ensuring 
contractors are in compliance with specification. 
 
JOB CONTACTS   
This position meets on a regular basis with the Parks advisory board.  Frequent contacts are also made with other 
Divisions in the Property Services Department, other county departments, and outside local, state and federal 
agencies in coordinating equipment and programs and with schools, community groups and the public. 
 
LANGUAGE SKILLS   
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or 
governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to 
effectively present information and respond to questions from groups of managers, clients, customers, and the general 
public.  
  
MATHEMATICAL SKILLS   
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, 
circumference, and volume.  Ability to apply concepts of basic algebra and geometry.  
 
REASONING ABILITIES   
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive 
variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables 
 
OTHER SKILLS AND ABILITIES 
The operation of standard office equipment, including operation of a computer to utilize varioussoftware programs. 
 



CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of or ability to obtain a valid Oregon Driver's License; safe driving record. 
 
BACKGROUND INVESTIGATION 
Those employed in this position are subject to a background investigation including criminal background investigation. 
Conviction of a crime will not necessarily disqualify an individual for this classification. 
 
WORK ENVIRONMENT  
Work is a combination of working outdoors directing staff and working in an office environment.  The position is 
impacted by urgent deadlines (grants, contracts and maintenance projects) and irregular hours due to weekend 
programs and evening meetings. 
 
PHYSICAL REQUIREMENTS 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
  
While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; 
and talk or hear.  The employee frequently is required to walk and reach with hands and arms.  The employee is 
occasionally required to stand and stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to 
25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, depth 
perception, and ability to adjust focus.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

PHYSICAL REQUIREMENTS 
Check if 

required for 
essential job 

function 

Activity Never 0% Occasionally   
1-33% 

Frequently    
34-66% 

Continuous   
67-100% 

 Standing     
 Sitting - 1/2 hour plus     
 Moving about work area     
 Bending forward     
 Stoop position - 1 minute plus     
 Climbing stairs - 1 floor     
 Crawling - hands & knees     
 Reaching overhead     
 Lifting strength # of pounds = 100lbs   
 Lifting      
 Patient Lifting     
 Lifting Overhead     
 Moving carts, etc.     
 Carry items     
 Dexterity/Coordination     
 Keyboard Operation     
 Rapid-mental/hand/eye coord.     
 Operation of motor vehicle     

Speech, Vision & Hearing 
 Distinguish colors  Yes:     No:      
 Distinguish shades  Yes:     No:      
 Depth perception  Describe: corrected w/glasses 
 Ability to hear  Normal Speech Level: Normal 
 Other Spec. Hearing Req.  Describe:        

Exposure - Environmental Factors 
 Heat     
 Cold     
 Humidity     
 Wet Area/Slippery     
 Noise     
 Dust     
 Smoke     
 Vibration     
 Chemical Solutions     
 Uneven Area     
 Ladder/Scaffold     
 Ionization     
 Radiation     
 Body Fluids     

 


