
 

 

Cherokee Recreation & Parks Agency 
Job Description 

 
Job Title:  Director  

 
 
Division: Management 
Supervisor: County Manager 
 
Summary:    

This is managerial and professional work responsible for planning and directing 
the Authority’s recreation program. Work involves the development, 
administration and supervision of a comprehensive community recreation 
program, supervising all division including: Recreation, Parks, Facilities, and 
Administration, and ensuring the effective and proper maintenance of a wide 
variety construction and maintenance of new and existing parks and recreation 
facilities. Provides interpretation of Authority policies and procedures, defines 
mission, goals and objectives, oversees functions and results of Authority through 
participant, financial and general reports. Work is performed independently under 
the direction of the Authority Board. 

 
 
Essential Duties and Responsibilities include the following: 
 

Supervises, plans and directs the programs, activities, and use of Authority’s 
public recreation facilities including the playgrounds, parks and recreation center. 
 
Plans, directs and supervises the work of personnel involved in recreational 
programming; schedules and monitors work; establishes priorities and 
programming goals; ensures training in correct methods and procedures; reviews 
and evaluates employee performance; conducts Authority staff meetings. 
 
Develops comprehensive short and long range goals and objectives to ensure the 
effective delivery of quality services to the public through the effective operation 
of the Authority. 
 
Evaluates the adequacy and condition of existing public recreation facilities and 
equipment; recommends and secures approved improvements, repairs or 
replacements to facilities and equipment. 
 
Addresses appointed and elected officials, the public and various community 
groups to provide information about the Authority’s recreational activities and 
programs; attend various community meetings to learn of the community’s desires 
and needs in relation to these programs. 
 
 



 

 

Coordinates the Authority’s recreational programs with other community 
recreational activities and provides assistance to community representatives in 
extending the Authority’s recreational programs. 
 
Arranges for the use of public recreational facilities under control of outside 
agencies such as school buildings and playgrounds. 
 
Attends and facilitates Authority Board meetings; advises the Board Members on 
Authority matters. 
 
Prepares annual budget; monitors and controls the allocation of funds within 
approved budget and ensures all expenditures are made in strict compliance with 
Authority purchasing policies and procedures. Justifies and approves all purchase 
requisitions for each division. Prepares equipment specifications, and 
recommendation for purchase. Administers Capital Improvements Projects. 
Approves payroll for Authority.  
 
Conducts recruitment and selection of personnel; responsible for disciplinary 
action and performance evaluations of personnel. 
 
Develops new policies and procedures to enhance the operation of the 
department; ensures employees comply with Authority policies, procedures and 
safety rules. 
 
Prepares and presents reports as requested to the Authority Board; attends County 
Commission meetings as requested; advises the Board of recreation matters. 
 
Supervises the preparation of reports and the maintenance of Authority records. 
 
Prepares correspondence and communications pertaining to recreation programs 
and publicity designed to interest the public. 
 
Operates Authority vehicles in the performance of duties or to attend training 
programs. 

 
 Other duties as assigned. 
 
 
Supervisory Responsibilities: 

Provides overall management and supervision to the Authority’s Recreation, 
Parks and Facilities and Administration Divisions. Makes final decisions on 
hiring, evaluating, promoting, disciplining and firing employees. Determines 
impact of new personnel policies on department and implements adopted policies. 
Addresses unresolved complaints and problems. 

 
 



 

 

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 in Public Recreation Administration, leisure management or 
related field from an accredited college or university.  
 
Minimum of ten (10) years of supervisory experience, five (5) of those years as a 
recreation administrator. 
 
Any equivalent combination of education and experience is acceptable.  

 
Mathematical Skills: 
 Ability to add, subtract, multiply and divide in all units of measure using whole 
 numbers, common fractions and decimals.   
 
Communication and Reasoning Abilities: 

Ability to read, analyze and interpret the most complex documents. Ability to 
apply a wide range of abstract and concrete concepts to problems. Ability to 
respond effectively to the most sensitive and serious inquiries or complaints. 
Ability to write policies, procedures, reports and speeches using original or 
innovative techniques or style. Ability to present information in an effective 
manner. Ability to effectively interpret the policies of the Recreation Authority to 
the employees and the public. Ability to establish and maintain effective working 
relationships with Authority employees, Board Members, officials, volunteers, 
community organizations 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: 

Ability to drive and operate the Authority’s assigned vehicles and equipment in a 
safe and efficient manner. 
 
Knowledge of the objectives and principles of public recreation including a good 
understanding of the activities which constitutes a community recreation program. 
 
Knowledge of the activities, facilities and equipment needed in recreation 
programs. 
 
Knowledge of Authority policies, procedures, and safety rules. 
 



 

 

Knowledge of computer and software applications. 
 
Ability to develop and administer an overall recreational program suited to the 
needs of the community.  

 
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 talk or hear. 
The employee frequently is required to stand; walk; sit; use hands to finger, 
handle, or feel objects, tools, or controls; and reach with hands and arms. The 
employee is occasionally required to climb or balance and stoop, kneel, crouch or 
crawl.  

 
The employee must 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 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 occasionally works in 
outside weather conditions and near moving mechanical parts. 

 
The noise level in the work environment is usually moderate. 

 
 
Comments: 

Work includes night and weekend work. Must be available for emergency call-in 
on nights, weekends or holidays.  

 
  
 
  
  
 
  
 
 
  



 

 

 
 
 
 
 
   


