
 

 

 

B.A. or B.S. degree in recreation, physical education, exercise science or a related field is preferred but not required.  

Previous experience with scheduling and supervision of a recreational facility (or similar) is required.  

Ability to lead or assist programs as needed. 

Proficient with Microsoft Office Suite (Microsoft Windows, Publisher, Excel), Google Documents and suite of programs, and ActiveNet 

for program registration and payment.  

The Facility Coordinator will work closely with the Facilities Supervisor to do the following: 

Ensure staff coverage for rentals, events, and programs, work shifts as necessary and serve as on-call as needed. 

Assist with recruitment, hiring, training, scheduling, supervision and evaluation of facility staff. 

Provide customer service to patrons and perform various Guest Services/Registration responsibilities including: 
processing rentals and rental payments, pass production and general program registrations. 

Assists with set-up and clean-up of indoor rentals. 

Communicates with guests as needed throughout all stages of rental to ensure a high level of customer service. 

Coordinates and oversees Park District open gym programming. 

Assist with district-wide special events as needed. 

Provides recommendations for seasonal program guides and promotional materials for programs, rentals and 
events. 

Assists with staff payroll for submission to finance department. 

Provides recommendations in regards to preparation and monitoring of budget for assigned areas of the recreation 
department. 

Prepares monthly reports for supervisor as needed. 

Attend appropriate meetings and trainings as assigned by the Facility/Athletic Supervisor. 

Perform all tasks within the rules and guidelines of the District’s safety and operational codes and programs. 

Promotes and maintains positive community relations with the general public. 

Marginal Functions 
Able to use office equipment and automated programs. 

Able to travel to meetings and professional conferences that may require extended stays away from work and home. 

Assist all employees of the park district as needed. 

CPR/First Aid Certified within three (3) months of employment. 

 

Hourly rate: $16-$18 




