
 

 

  
Job Description 

Job Title: Recreation Department Director  

Supervisor: District Administrator       

Board Approved: October 21, 2019 

Job Specifications  
A Recreation Director oversees the recreational programs put on by Big Foot Union High School. 

They plan, organize and direct the operations of sports and fitness programs, activities and services. 

This involves working on publicity and finances for the programs, and managing coaches and other 

individuals involved in running the activities. 

 

Essential Duties  

Plan Programs 
The Recreation Director assesses the recreation requirements of the community or organization, 

and plans activity program that meets those needs. They communicate with community 

members, and research various sport and recreation programs. They ensure that a variety of 

sport, recreation and cultural programs are planned and implemented, and over time evaluate the 

effectiveness of these programs and identify future needs. 

 

Implement Programs 
Recreation Directors Implement recreation programs and ensure that they are being taken 

advantage of and are successful. They create and manage schedules for activities and facilities. 

They recruit, train and oversee staff and volunteers. Recreation Directors may supervise and lead 

some activities, as well. 

 

Develop and Maintain Budget 
Recreation Directors must prepare a recreation program budget and ensure that is adhered to. 

They prepare financial and program reports concerning programs, costs, participant numbers and 

equipment and facility use. 

 

Promote Activities 
Recreation Directors promote the programs under their control through an active community 

relations campaign. They arrange for advertising of programs, as needed, and maintain constant 

community engagement. 

 

Skills 

Energetic, flexible and a strategic thinker, successful Recreation Directors can plan well and 

juggle many responsibilities. They are good communicators, with a passion for serving and 

working with and leading all kinds of people.  



 

1. Experience with events coordination and planning 

2. Proficient with Microsoft Office applications including Word, Excel & Publisher 

3. Excellent written and oral communication skills 

4. Physical fitness 

5. Team and management skills 

6. Effective decision-making and negotiation skills 

7. Knowledge of emergency procedures, First Aid and CPR 

8. Knowledge of the management and operation of recreation facilities and equipment 

9. Understanding of coaching theory and practice 

Supervision Exercised: Recreation Employees 

Supervision Received: District Administrator  

 

This job description in no way states or implies that these are the only duties to be performed by this 

employee. The Recreation Department Director will be required to follow any other instructions and 

to perform any other related duties as assigned by the District Administrator. Big Foot Union High 

School reserves the right to update, revise or change this job description and related duties at any 

time. 

 


