
Cherokee Recreation & Parks Authority 

Job Description 

 

Job Title:  Community Events and Outreach Coordinator 

 

 

Division: Management and Administrative 

Supervisor: Assistant Director 

 

Summary:    

Major job functions include the scheduling and renting of the Recreation Center; 

Public Relations and Marketing; Community Outreach including special events; 

and supervision of front desk staff, registration and customer service. 

  

Essential Duties and Responsibilities include the following: 

 

Supervises front desk staff involved in registration, fielding of phone calls and 

dealings with the direct public. Supervises staff involved in IT/website 

maintenance, publication production and human resources. 

 

 Schedules all front desk part time staff.  

 

Works with other community agencies to host events and expos at Recreation 

Center. Works with public in renting of Recreation Center rooms. 

 

 Develops and maintains budget for Recreation Center and Marketing/Advertising. 

 

 Acts as liaison with Recreation Division and Front Desk staff. 

 

Plans, coordinates and directs a broad and comprehensive public relations, 

marketing and customer relations program for the agency and its various 

operating units and promotes community awareness. 

 

Establishes and maintains print and electronic media contacts, directs the 

preparation of press releases, public service announcements and supervises the 

distribution of new materials, initiates contacts with appropriate media personnel 

and organizations to cover agency’s activities. 

 

Compiles the writing, editing, designing and production of promotional materials. 

 

Consults with staff on problem areas, marketing, public relation issues, and 

customer satisfaction and makes recommendation.  

 

Develops bi-annual Recreation Newsletter distributed to elementary, middle and 

high schools students. 

 



Compiles all participation numbers for all Cherokee Recreation and Parks 

Authority Parks and Facilities.   

 

Develops and implements community events including Open House, Touch-A-

Truck Day and the Guns and Hoses 5k Run/Walk. 

 

 

 Other duties as assigned. 

 

  

Supervisory Responsibilities: 

 Serves as direct supervisor to assigned employees.  Conducts interviews and 

 employee evaluations.  Provides input on hiring, promoting and disciplining 

 employees.   

 

 

Qualifications Requirements: 

 To perform this job successfully, an individual must be able to perform each 

 essential duty satisfactorily.  The requirements listed below are representative of 

 the knowledge, skill, and /or ability required.  Reasonable accommodations may 

 be made to enable individuals with disabilities to perform the essential functions. 

 

Education and/or Experience: 

Bachelor’s degree from college or university with emphasis in recreation,  public 

relations or marketing. 

 

 

Mathematical Skills: 

 Ability to add, subtract, multiply and divide in all units of measure-using whole 

 numbers, common fractions and decimals.  Ability to compute rate, ratio and 

 percent.  Ability to perform specific computations that are applicable to the job 

 such as discounts, interest, proportions, etc. 

 

Communication and Reasoning Abilities: 

Ability to read and comprehend instructions, correspondence and memos.   Ability 

to write correspondence.  Ability to deal with a variety of problems in 

standardized situations.  Ability to explain established policies and/or procedures 

to employees.  Ability to provide oral and written instructions to employees.  

Ability to establish and maintain effective working relationships with agency 

employees and the general public. 

 

 

Certificates, Licenses, Registrations: 

 Possession of a valid Georgia Driver’s License (class C) and a satisfactory Motor 

 Vehicle Record (MVR).   

 



Knowledge, Skills and Abilities: 

 Knowledge of local businesses, schools and other community based agencies. 

  

Knowledge of modern public information programs and various development and 

implementation techniques. 

 

 Knowledge of basic accounting principles, budget development and timekeeping. 

  

Knowledge and experience with desktop publishing systems, hardware and 

software. 

 

 Skill in problem solving and time management. 

 

 Experience in writing and producing public information articles and materials. 

 

 Experienced and able to make effective written and oral presentations. 

 

 Ability to follow established departmental policies and procedures. 

 

Good ability to establish and maintain effective and pleasant working 

relationships with staff, general public and local officials. 

  

 Ability to work under pressure and cope with deadlines. 

 

 Basic computer skills required including MS Word and MS Excel. 

 

Knowledge of the principles and practices of recreation administration, methods 

and supervision. 

 

Physical Demands: 

 The physical demands described here are representative of those that must be met 

 by an employee to successfully perform the essential functions of this job.  

 Reasonable accommodations may be made to enable individuals with disabilities 

 to perform the essential functions. 

 

While performing the duties of this job, the employee is required to stand; walk; 

use hands, handle or feel objects tools, or controls; reach with hands and arms; 

and talk or hear.  The employee is occasionally required to sit, climb or balance 

and stoop, kneel, crouch or crawl. 

 

The employee must occasionally lift and/or move up to 20 pounds.  Specific 

vision  abilities required by this job include close vision, distance vision, color 

vision,  peripheral vision, depth perception and the ability to adjust focus. 

  

 

 



Work Environment:  

 The work environment characteristics described here are representative of those 

 an employee encounters while performing the essential functions of this job.  

 Reasonable accommodations may be made to enable individuals with disabilities 

 to perform the essential functions. 

 

While performing the duties of this job, the employee will encounter low to 

moderate noise.  Depending on the program, the employee will work at different 

facilities, both indoor and outdoor.  The employee may be exposed various 

weather conditions.   

 

 

Comments: 

 Must be available for work on weekends, evenings and holidays.   

 

  

  

 

  

 

 

  

 

 

 

 

 

   


