
	TOWN OF BETHEL  
JOB DESCRIPTION  
RECREATION COORDINATOR



Job Title: Recreation Coordinator	Classification: Non-exempt (hourly)
Department: Recreation		Supervisory: Volunteers
Reports To: Recreation Director & Town Manager	Position Type: Regular Part-time (20 hours)
GENERAL SUMMARY:
The Recreation Coordinator work with the Recreation Board and supports the Recreation Director in delivering a broad and inclusive recreation program for the Town of Bethel. The position is responsible for coordinating recreation programs and signature community events, leading community outreach and communications, recruiting and supervising volunteers, and supporting the day-to-day execution of community partnerships.  A key goal of this position is to help expand the Town’s recreation offerings for all ages.
ESSENTIAL JOB FUNCTIONS:
· Coordinate recreation programs and activities assigned by the Recreation Director, including programs serving toddlers, preschool-age children, youth, teens, adults, seniors, and families.
· Help identify and develop a small portfolio of signature community events that build town identity and broad participation.
· Provide oversight of assigned programs and events; participate on-site as needed.
· Assist with scheduling, registration, supplies, set-up and break-down, and on-site logistics for programs and events.
· Draft and maintain written operating procedures for programs and events under the position’s purview, for review by the Recreation Director.
· Support the Recreation Director in the day-to-day execution of community partnerships, including the Town’s partnership with Gould Academy for community use of the Fieldhouse.
· Serve as an on-site presence during community recreation programming at partner facilities.
· Help carry out scheduling, usage guidelines, and communications related to shared community spaces, under the direction of the Recreation Director.
· Maintain courteous, professional working relationships with partner-organization staff, and respect the operational rhythms and constraints of those institutions (e.g., academic calendars, facility commitments).
· Recruit, train, and supervise volunteers associated with assigned programs and events.
· Provide volunteers with clear expectations, schedules, and on-site direction.
· Develop and implement a communications plan, including a social media presence, that promotes recreation opportunities to residents of all ages.
· Conduct community outreach to gather input on desired activities and to inform residents of upcoming events and programs.
· Support the Recreation Director with research and legwork related to grants, sponsorships, and other outside funding opportunities.
· Attend monthly Recreation Board meetings; provide updates on assigned programs and events; and bring ideas forward in conjunction with the Recreation Director, with written documentation as requested.
· Maintain accurate records of programs, participants, volunteers, and outreach activities.
· Follow Town and department policies, including those related to participant conduct, safety, waivers, and incident reporting; escalate concerns to the Recreation Director.
· Maintain excellent communication and foster a collaborative working environment with the Recreation Director, other Town departments, partner organizations, volunteers, and the public.
· Perform related work as required.
KNOWLEDGE / SKILLS:
· Knowledge of community recreation programs and the kinds of activities that make up a well-rounded recreation offering for a range of ages.
· Knowledge of effective community outreach and basic marketing practices, including social media.
· Knowledge of how to organize and run community events, including logistics, volunteer coordination, and on-site management.
· Working knowledge of standard office software, online registration / scheduling tools, and common social media platforms.
ABILITY TO:
· Establish and maintain effective, respectful working relationships with the Recreation Director, town officials, partner organizations, volunteers, and the general public.
· Work courteously and professionally with a private partner institution (Gould Academy) and respect its constraints and culture.
· Plan, organize, and coordinate programs, events, and volunteers.
· Recruit and supervise volunteers in a positive, respectful, and consistent manner while holding individuals accountable for their performance and behavior.
· Communicate effectively, orally and in writing, with a wide range of audiences.
· Use independent judgment and problem solve within the scope of assigned work.
· Maintain accurate records.
· Attend evening and weekend meetings, events, and programming as required.
· Work both independently and as part of a small team.
· Transport self to events within the local region in order to carry out assigned responsibilities.
MINIMUM REQUIREMENTS:
Experience and Education / Training:
· Prior experience and/or education in a relevant field such as recreation, event coordination, community outreach, education, nonprofit work, or a related area.
· Experience working with volunteers, community groups, or the general public.
· Subject to background check prior to hire
Licenses/Certifications:
· Current (valid) driver’s license with a clean driving record.
WORK ENVIRONMENT / PHYSICAL DEMANDS:
This job operates in a mix of professional office, community facility, and outdoor environments. The position routinely uses standard office equipment, such as; computers, phones, photocopiers/scanners, and filing cabinets. A meaningful portion of the work, generally estimated at 30% or more, is performed on-site at recreation facilities, community events, partner sites, and outdoors in the community.
While performing the duties of this job, the employee is regularly required to sit, use hands to handle or feel, and speak and/or hear. The employee is frequently required to reach with hands and arms. The employee is occasionally required to stand, walk, kneel, crouch, or crawl. The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
While performing the duties of this job, the employee occasionally works in outside weather conditions and is occasionally exposed to wet and/or humid conditions, fumes, and uneven terrain. The noise level in the work environment is usually quiet in the office and moderately noisy at facilities, events, and in the field. The position requires availability for some evening and weekend hours associated with programming, events, and Board meetings.
Employee Signature: ____________________________________ Date:_____________
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