
Cherokee Recreation & Parks Authority 
Job Description 

 
Job Title:  Recreation Assistant 

 
 
Division: Recreation Services 
Supervisor: Assistant Director 
 
Summary:    

Major job functions include the development, implementation, and coordination 
of recreational programming.  

 
Essential Duties and Responsibilities include the following: 
 

Supervises adult and youth athletic leagues, manages concessions at athletic 
complexes. 

 
 Interviews, trains, hires and supervises partime staff.   
 
Schedules all  Part-time staff at Hobgood , Twin Creeks, Riverside and 
Weatherby Parks. 
 
Schedules field reservations at Hobgood Park. 
 
Assist with tournaments 
 
Assist with Athletic programs 
 
Assist with Recreation programs 
Recreation Center Vending 
Coke orders 
Billing of Associations 
Mayfield Ice Cream Orders 
 
 
 

   
 
 Other duties as assigned. 
 
Supervisory Responsibilities: 
 Serves as direct supervisor to part-time employees.  Conducts interviews and   
training.  Provides input on hiring, promoting and disciplining partime staff.    
 
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.   
 
Education and/or Experience:  
High School diploma and 5 years experience in recreation field  
 
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, short correspondence and memos.  
 Ability to write short 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 
 Authority 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: 
 Customer Service Skills 
  
 Knowledge of basic accounting principles, budget development and timekeeping. 
  
 Skill in problem solving and time management. 
 
 Ability to follow established departmental policies and procedure 
 
 
 Basic computer skills required including MS Word and MS Excel. 
 
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.    

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 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.  
 . 
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.  Must be 
 available 24 hours a day for emergency. 
 


