[bookmark: allen-county-fiscal-court]ALLEN COUNTY FISCAL COURT
[bookmark: job-description]JOB DESCRIPTION
[bookmark: X0826626df79757122704a7834ad08e33601b75a]Position Title: Parks and Recreation Director
Department: Allen County Parks and Recreation
Reports To: Allen County Judge Executive, Allen County Fiscal Court, and Allen County Parks and Recreation Board
Employment Status: Full-Time
FLSA Status: To Be Determined

[bookmark: position-summary]POSITION SUMMARY
The Parks and Recreation Director is responsible for the overall administration, operation, maintenance, programming, scheduling, and development of all parks and recreational facilities owned or operated by Allen County.
The Director shall work under the direction and oversight of the Allen County Judge Executive, Allen County Fiscal Court, and the Allen County Parks and Recreation Board. The Director shall work cooperatively with the Parks and Recreation Board in developing programs, events, facility-use procedures, maintenance plans, and long-term goals for Allen County parks and recreational facilities.
The position will have primary responsibility for overseeing the Allen County Sports Park, including four baseball/softball fields, a soccer/football field, fishing ponds, basketball courts, pickleball courts, and other recreational facilities that may be added in the future.
The Director will coordinate the use of county recreational facilities, organize and promote athletic tournaments and special events, work with local sports organizations, oversee maintenance activities, and help ensure that all facilities are safe, clean, well-maintained, and properly utilized.
When park and recreation responsibilities permit, the Director may also be assigned other duties and responsibilities by the Allen County Judge Executive or Allen County Fiscal Court in support of county government operations.

[bookmark: essential-duties-and-responsibilities]ESSENTIAL DUTIES AND RESPONSIBILITIES
[bookmark: parks-and-facility-operations]PARKS AND FACILITY OPERATIONS
· Oversee the daily operation of all parks and recreational facilities owned or operated by Allen County.
· Manage the operation and use of the Allen County Sports Park.
· Coordinate the maintenance and upkeep of:
· Four baseball/softball fields
· Soccer/football field
· Fishing ponds
· Basketball courts
· Pickleball courts
· Parking areas
· Restrooms and facilities
· Concession areas
· Walking areas and common areas
· Landscaping, grounds, and other park amenities
· Develop and maintain regular inspection schedules for county parks and facilities.
· Identify maintenance, repair, safety, and improvement needs and report them to the appropriate county officials.
· Assist in developing short-term and long-term maintenance and improvement plans.
· Help coordinate work performed by county employees, seasonal employees, contractors, volunteers, and other personnel.
· Monitor the condition of equipment, buildings, athletic fields, courts, grounds, and other county property.
· Ensure facilities are properly prepared for public use, practices, games, tournaments, and special events.
· Help ensure compliance with applicable safety requirements and county policies.

[bookmark: scheduling-and-facility-use]SCHEDULING AND FACILITY USE
· Develop and maintain a centralized schedule for all county-owned parks and recreational facilities.
· Coordinate scheduling with:
· Youth sports organizations
· Schools
· Travel teams
· Tournament organizers
· Community organizations
· Private groups
· Other public agencies
· Establish and maintain procedures for facility reservations and use.
· Prevent scheduling conflicts and ensure proper communication with facility users.
· Coordinate field and facility preparation based on scheduled activities.
· Maintain records of facility usage, events, tournaments, and reservations.
· Make recommendations regarding fees, rental policies, field use, and facility rules when requested.

[bookmark: tournaments-and-special-events]TOURNAMENTS AND SPECIAL EVENTS
· Recruit, organize, coordinate, and assist with athletic tournaments and sporting events.
· Work with tournament organizers and sports organizations to attract events to Allen County.
· Coordinate tournament scheduling, field assignments, facility preparation, and event logistics.
· Assist with marketing and promoting Allen County’s recreational facilities.
· Develop relationships with regional and statewide athletic organizations.
· Help attract baseball, softball, soccer, football, basketball, pickleball, fishing, and other sporting events to Allen County.
· Coordinate with county departments and outside agencies when necessary for special events.
· Assist with event planning, traffic control, parking, sanitation, concessions, security, and other operational needs.

[bookmark: X254ed758d5a30193b3521b812a5238ed74b420d]PARKS AND RECREATION BOARD RESPONSIBILITIES
The Parks and Recreation Director shall work closely with the Allen County Parks and Recreation Board and shall:
· Attend meetings of the Allen County Parks and Recreation Board as requested or required.
· Provide regular reports to the Board regarding park operations, maintenance, scheduling, tournaments, finances, facility use, and future needs.
· Work with the Board to develop and recommend policies and procedures for the operation and use of county parks and recreational facilities.
· Assist the Board in developing long-term plans for the growth and improvement of county parks and recreational programs.
· Present recommendations regarding maintenance, capital improvements, equipment, programming, tournaments, fees, facility rules, and other park-related matters.
· Carry out approved policies and programs of the Allen County Fiscal Court and the Allen County Parks and Recreation Board.
· Maintain open communication with the Board and provide timely information regarding significant operational issues, safety concerns, maintenance needs, and other matters affecting county parks.
· Coordinate with the Allen County Judge Executive, Fiscal Court, and Parks and Recreation Board to ensure that county parks are operated efficiently and in the best interest of the citizens of Allen County.

[bookmark: personnel-and-contractors]PERSONNEL AND CONTRACTORS
· Supervise, coordinate, or assist in the supervision of employees assigned to parks and recreation operations.
· Assign and coordinate daily work activities as authorized.
· Assist with hiring recommendations, training, scheduling, and performance evaluation of parks and recreation personnel.
· Coordinate with contractors and vendors providing maintenance, repairs, landscaping, equipment, or other services.
· Monitor work performed by contractors to ensure that work is completed properly and according to approved specifications.
· Promote a safe, professional, and customer-focused work environment.

[bookmark: Xbaa4a368ebe05135f205c4e537fc9c7bd15e0fd]BUDGET AND ADMINISTRATIVE RESPONSIBILITIES
· Assist in preparing annual parks and recreation budgets.
· Monitor expenditures and help ensure that operations remain within approved budgets.
· Maintain accurate records of facility use, expenses, maintenance, repairs, tournaments, and special events.
· Assist with grant applications and administration related to parks and recreation when appropriate.
· Identify potential funding sources, sponsorships, partnerships, and grants for park improvements and programming.
· Prepare reports and recommendations for the County Judge Executive, Fiscal Court, and Parks and Recreation Board as requested.
· Maintain appropriate records and documentation related to county park operations.

[bookmark: public-relations-and-community-outreach]PUBLIC RELATIONS AND COMMUNITY OUTREACH
· Serve as a primary point of contact for citizens and organizations regarding county parks and recreation facilities.
· Promote the use of Allen County’s parks and recreational facilities.
· Develop positive working relationships with sports organizations, schools, civic groups, community leaders, businesses, and the general public.
· Respond to questions, concerns, and complaints in a professional and timely manner.
· Represent Allen County at meetings, conferences, tournaments, and other events when requested.
· Promote recreational opportunities and events through appropriate communication channels.

[bookmark: other-county-responsibilities]OTHER COUNTY RESPONSIBILITIES
During periods when park and recreation operations do not require the Director’s full-time attention, the employee may be assigned other duties by the Allen County Judge Executive or Allen County Fiscal Court.
These duties may include, but are not limited to:
· Assisting with other county departments and operations.
· Assisting with county events and special projects.
· Supporting county facilities and property management.
· Assisting with grant projects and community development initiatives.
· Assisting with inspections, inventories, or other county operations.
· Performing other duties as assigned.
The employee must be willing to work cooperatively with other county departments and assist with county operations when needed.

[bookmark: authority-and-accountability]AUTHORITY AND ACCOUNTABILITY
The Parks and Recreation Director shall be responsible for the day-to-day management and operation of Allen County parks and recreational facilities within the policies, procedures, budgets, and directives established by the Allen County Fiscal Court and the Allen County Parks and Recreation Board.
The Director shall be accountable to the Allen County Judge Executive, Allen County Fiscal Court, and Allen County Parks and Recreation Board for the proper management, maintenance, scheduling, operation, and development of county parks and recreational facilities.
Major policy decisions, significant expenditures, major capital improvements, changes in facility-use policies, and other matters requiring official governmental action shall be handled in accordance with applicable county policies and procedures and shall be presented to the appropriate governing body for consideration and approval.

[bookmark: required-knowledge-skills-and-abilities]REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES
· Knowledge of parks, recreation, athletic facilities, grounds maintenance, and facility operations.
· Knowledge of baseball, softball, soccer, football, basketball, pickleball, or other recreational activities is beneficial.
· Ability to coordinate multiple activities, schedules, events, and facility users.
· Strong organizational and time-management skills.
· Ability to communicate effectively with the public, county officials, employees, contractors, organizations, and sports leagues.
· Ability to work independently and make sound decisions within established policies and procedures.
· Ability to supervise and coordinate employees and contractors.
· Ability to handle multiple priorities and changing circumstances.
· Ability to work evenings, weekends, holidays, and extended hours when necessary for tournaments, special events, or emergency situations.
· Ability to use computers, email, scheduling software, spreadsheets, and other technology necessary to perform the job.
· Ability to maintain accurate records and prepare reports.
· Ability to establish positive working relationships with community organizations and the public.

[bookmark: minimum-qualifications]MINIMUM QUALIFICATIONS
The following qualifications are preferred:
· High school diploma or equivalent.
· Experience in parks and recreation, athletic facility management, grounds maintenance, event management, sports administration, public administration, or a related field.
· Experience coordinating tournaments, athletic events, or recreational programs is preferred.
· Experience supervising employees, contractors, or volunteers is preferred.
· Valid Kentucky driver’s license.
· Any equivalent combination of education, training, and experience that provides the required knowledge, skills, and abilities may be considered.

[bookmark: working-conditions]WORKING CONDITIONS
· Work is performed both indoors and outdoors.
· The position may require exposure to heat, cold, rain, mud, dust, insects, noise, and other outdoor conditions.
· The position requires regular walking, standing, climbing, bending, lifting, and inspecting park facilities and grounds.
· The employee may be required to work evenings, weekends, holidays, and extended hours based on park activities, tournaments, special events, or county needs.
· The employee may be required to respond to facility issues or emergencies outside of normal working hours.

[bookmark: disclaimer]DISCLAIMER
This job description is intended to describe the general nature and level of work performed by employees assigned to this position. It is not intended to be an exhaustive list of all duties, responsibilities, knowledge, skills, abilities, or working conditions associated with the position.
The duties and responsibilities may be modified, expanded, or reassigned as necessary to meet the needs of Allen County Fiscal Court.
Allen County Fiscal Court is an Equal Opportunity Employer.
