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Town of Middlebury 
Job Description 

 
 
Title: Program Coordinator  Department: Parks and Recreation 

    
Reports 
to: 

Parks and Recreation 
Superintendent 

Date Prepared: August 17th, 2018 

  
Approvals: 
 
   

Supervisor  Date 
 
   

Director, Public Works Operations  Date 
 

Overview 
This is skilled work of moderate complexity in the Parks & Recreation Department.  Work includes 
assessment of community recreational needs, community parks, and facilities including playgrounds, 
tennis courts, pool, basketball courts, municipal gym, recreation building and event fields. Identification, 
development and implementation of programs to meet community needs. 
 
Work is performed in accordance with established work priorities and departmental operating 
procedures.  The Program Coordinator reports to the Parks & Recreation Superintendent 
(Superintendent).  Work is performed under general administrative guidance from the Superintendent 
and evaluation of the position is based on the overall efficiency and economy of operation of the 
Department coupled with compliance with budget restrictions. 
 
Duties and Responsibilities  
Develops and conducts surveys of parents, communities and the general public regarding recreation 
programs and facility use; compiles data and recommends new programs or revisions to existing 
programs based on survey results. 
 
Prepares daily, weekly and seasonal schedules of events and activities of assigned recreation facilities; 
plans, organizes and coordinates special programming such as sports tournaments and holiday events and 
supervises designated staff. 
 
Approves the use of facilities by outside groups and ensures that they adhere to department policies and 
procedures. 
 
Recommends and assists in the implementation of goals and objectives of the department; establishes 
schedules and methods for providing assigned recreational programming; supervises designated staff and 
implement policies and procedures. 
 
Monitors program performances; recommends and implements modifications to systems and procedures. 
 
Maintains records and develops reports concerning new or ongoing programs and program effectiveness; 
prepares statistical reports as required. 
 
Plans, designs and coordinates the production of marketing tools such as seasonal brochures, monthly 
newsletters and fliers. 
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Assists in pursuing additional resources for programs through grant applications, solicitation of donations 
and other fund-raising activities. 
 
Conducts informational meetings with staff, coaches, and volunteers concerning policies, procedures, 
rules and regulations related to their specific assigned activities. 
 
Assists with hiring, training, supervising, scheduling and evaluating part-time and seasonal personnel; 
assigns work as necessary. 
 
Maintain inventory of supplies and equipment; distribute supplies and equipment; assist with ordering 
supplies and equipment for recreation and athletic programs. 
 
Provide clerical support, program registration, answer telephones, and maintain correspondence with 
other divisions or agencies; may respond to public inquiries about facilities. 
 
May perform standard custodial maintenance work as needed. Set up tables, sports equipment, chairs, 
and bleachers for classes and programs. 
 
Knowledge, Skills and Abilities Required 
Graduation from college with a bachelor's degree in recreation administration, physical education, social 

work, psychology or closely related field, and six (6) months experience in public recreation or any 

equivalent combination of education and/or experience. 

 

Ability to effectively communicate with local officials, other departments, employees, volunteers, 
program participants, vendors, sales representatives, contractors, consultants, local businesses, schools, 
community organizations, public safety agencies, the public, the media, outside organizations, and other 
individuals as needed to coordinate activities, review status of programing, exchange information, resolve 
problems, or give/receive advice/direction. 
 
Requires the ability to coordinate, manage, and/or correlate data. Includes exercising judgment in 
determining time, place and/or sequence of activities, referencing data analyses to determine necessity 
for revision of programing components. 
 
Requires the ability to function in a capacity requiring significant internal and external interaction with 
others. 
 
Requires the ability to utilize a wide variety of reference, descriptive and advisory data and information. 
 
Requires the ability to perform addition, subtraction, multiplication and division; ability to calculate 
decimals and percentages; may include ability to perform mathematical operations with fractions; may 
include ability to compute discount, interest, and ratios; may include ability to calculate surface areas, 
volumes, weights, and measures. 
 
Requires the ability to apply principles of influence systems, such as motivation, incentive, and leadership, 
and to exercise independent judgment to apply facts and principles to resolve problems. 
 
Requires the ability to exercise judgment, decisiveness and creativity in situations involving broader 
aspects of organizational programs and operations, moderately unstable situations, or the direction, 
control and planning of an entire program or set of programs. 
 
Requires the ability to operate, maneuver and/or control the actions of equipment, machinery, tools, 
and/or materials used in performing essential functions. 
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Performs general/clerical tasks, which may include answering telephone calls, making copies, 
sending/receiving faxes, filing documentation, or processing incoming/outgoing mail.  
 
Performs other related duties as required. 
 
 
Equipment Used 
Operates a personal computer, motor vehicle, digital camera, copy machine, fax machine, or other 
equipment as necessary to complete essential functions, to include the use of word processing, 
spreadsheet, presentation, e-mail, Internet, or other computer programs. 
 
Working Environment and Physical Activities 
Tasks require the regular and, at times, sustained performance of moderately physically demanding work, 
typically involving some combination of climbing and balancing, stooping, kneeling and crouching, and 
that may involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects and materials 
(20-50 pounds).  Tasks may involve extended periods of time at a keyboard, work station, or vehicle.  
 
Some tasks require the ability to perceive and discriminate visual cues or signals. Some tasks require the 
ability to communicate orally.  
 
Performance of essential functions may require exposure to adverse environmental conditions, such as 
humidity, temperature extremes, or traffic hazards. 
 
Disclaimer 
The duties mentioned in this job description are normal for this position. The omission of specific 
statements of the duties does not exclude them from the job if the work is similar, related, or a logical 
assignment for this job. Other duties may be required and assigned. 
 
The information provided in this job description is intended to describe the general nature of this position 
and is not to be considered a complete statement of duties, responsibilities and requirements. 
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