
TOWN OF SURFSIDE

PARKS AND RECREATION SUPERINTENDENT

DEPARTMENT: PARKS AND RECREATION EXEMPT

GENERAL DESCRIPTION:

Under the general direction of the Parks and Recreation Director, performs professional and
supervisory work in planning, coordinating and supervising the operation of the Recreation
Programs for the Town of Surfside. Responsible for planning, promoting, organizing,
coordinating and supervising full and part time staff, management work directing recreation
senior, adults and youth programs in facilities.
These programs may include diverse programs for educational and recreational functions, and
special events. Work includes developing or assisting in the development of programs and
activities designed to address the leisure time needs of a broad spectrum of Town residents,
once developed, ensures that the program or activity is properly funded and that it operates
smoothly. Work is performed with considerable independence in judgment and decision-making
within established policy. Work is reviewed through observation, conferences, reports and for
results obtained.

ESSENTIAL JOB FUNCTIONS:

1. Acts as the Director's designee in his or her absence.
2. Plans, coordinates, supervises, trains, directs, and evaluates the work of Parks and

Recreation personnel engaged in maintenance and recreation programs in parks, trails,
open spaces, and recreational facilities.

3. Sets goals and objectives and establishes guidelines for performance.
4. Reviews and approves requisitions for repair parts, supplies, and related services ad prepares

purchase orders and recommends payment of invoices.
5. Maintains scheduling at facilities operated by the Department.
6. Acts as a liaison between the Department and organizations andother Departments within the

Town.
7. Obtains necessary funding for maintenance projects.
8. Enforces Town and Department policies and procedures.
9. Acts as the administrator of the recreational software.
10. Provides input in creating and maintaining a balanced budget.
11. Provides cost saving suggestions to minimize expenditures throughout the fiscal year.
12. Supervises the daily operations of Parks and Recreation facilities, ensuring compliance with

policies, procedures regulations and standards ofquality and safety.
13. Attends Department and/or Town meetings on behalf ofthe Director or at the Directors' discretion
14. Assists Director inapplying for grant opportunities.
15. Completes site inspections to ensure safeand clean operating facility conditions.
16. Monitors the Parks and Recreation related information in the Town's website.
17. Assists in marketing the Parks and Recreation department.
18. Performs other duties as assigned.

(Theseessential jobfunctions are not to be construed asacomplete statement of all duties performed. Employeeswill berequired to
perform other job-related marginal duties as required.)






