
Cherokee Recreation & Parks Agency 
Job Description 

 
Job Title:  Recreation Supervisor 

 
 
Division: Recreation Services 
Supervisor: Recreation Manager 
 
Summary:  

Develops, implements, coordinates and administers a variety of recreational 
programming and related activities for all age groups throughout the community. 

 
Essential Duties and Responsibilities include the following: 

The following duties are normal for this position.  These are not to be construed as 
exclusive or all-inclusive. 

 
Develops, coordinates and implements summer Day Camps at multiple site locations.  
Works closely with camp directors to provide direction and guidance for weekly 
activities and field trips for participants. 

 
Develops, coordinates, and implements special events including, Chili Cook-off, 
Breakfast and Pictures with Santa, Santa’s Letters, Lunch with the Grinch, Fall Hay Day, 
Pride In The Park, Senior Extravaganza, Senior Prom. 

 
Develops, coordinates and implements a variety of youth and adult athletic leagues and 
tournaments including youth softball, youth baseball, youth flag football, adult 
basketball, adult flag football, adult softball and adult soccer.  Ensures fields/ parks are 
scheduled to provide the most efficient use of the facility; Prepares facility for programs 
and specials events by coordinating with parks staff.  

 
Develops, coordinates and implements all Senior Adult programs, day trips and overnight 
trips. 

 
Develops, coordinates and implements all activities and exercises with the Cherokee 
County Senior Services. 

 
Develops, coordinates and implements all Therapeutic Recreation for individuals with 
Specials Needs. 

 
Act as the Agency Americans with Disabilities Act (ADA) Coordinator.  Duties include 
the processing of all inclusion requests and grievances.   

 
Acts as the point of contact for Cherokee County Specials Olympics. 

 



Acts as the coordinator for the Therapeutic Recreation volunteer program (Buddy 
Program). 

 
Develops, coordinates, and implements all activities and exercises with the Cherokee 
Training Center.  Acts as the liaison between the Agency and the Cherokee County Board 
of Education in dealing with Special Education. 

 
Assists with the management of daily operations of Agency facilities, enforces facility 
rules and regulations. 
 
Develops, coordinates and implements youth camps and classes including but not limited 
to fall break, winter break, spring break, basketball, baseball, “Fishing”, “All Sport”, 
“Waterlogged”, “Road Trip”, “Kinderlot”, “Outdoor”, “Teen”, football, golf, speed & 
agility, lacrosse, tennis, and softball. 

 
Conducts coaching clinics to ensure that all volunteer coaches understand the rules of the 
game, organization for play and other related functions associated with athletic activities. 

 
Serves as coach, teacher, mentor and/or instructor to program participants; and may travel 
with teams or groups on specific occasions. 

 
Works closely with Youth Sports Council to coordinate completion of all background 
checks for volunteer coaches. 

 
Coordinates fee waiver scholarship program for the Agency. 

 
Coordinates all tennis programs and rentals for Hobgood, Kenney Askew and Ball 
Ground Tennis Courts. 

 
Serves as a liaison between the Agency, other affiliated interest groups and the general 
public. 

 
Works closely with registration software provider to maintain online registration for the 
Agency. 

 
Researches and prepares written and oral reports concerning various activities and events, 
including annual reports and special reports as necessary. 

 
Attends professional conferences, workshops and seminars to keep abreast of current 
recreation issues and trends. 

 
Assists in the development of Agency guidelines and procedures. 

 
Conducts studies and make recommendations for change in recreation program services 
and facilities as needed. 

 



Maintains accurate records of participation and attendance. 
 

Develops and disseminates promotional releases to media regarding schedules and events 
sponsored by the Agency. 

 
Investigates, recommends and demonstrates techniques, procedures, materials and 
equipment used in leagues and programs. 

 
Processes payroll information for employees, instructors, volunteers, sports officials or 
other workers on a bi-weekly basis. 

 
Requisitions, inventories equipment, supplies and uniforms for appropriate programs. 

 
Develops and maintains budget information for each program. 

 
Prepares request for proposals and bids for Agency operations 

 
Assists in the coordination of revenue producing facilities including concession 
operations, gate receipts and related operations 

 
Solicits and secures sponsorships and other supplemental revenue to support Agency 
operations. 

 
Ability to establish and maintain effective working relations with other Agency 
employees and the general public including groups of all ages  Return calls, answers 
questions and provides information as needed to the public. 

 
Performs other duties as required 

 
Supervisory Responsibilities: 

Serves as a direct supervisor to assigned staff, instructors, sports officials, volunteer 
coaches and other workers Provides input on hiring, promoting and disciplining 
instructors and part-time 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 or sport 
management or related field.  Any equivalent combination of education and experience 
which provides the minimum level of qualifications as stated above. 

 
 



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 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).   First Aid Certification desired. Certified Parks and Recreation 
Professional (CPRP) desired. Certified Youth Sports Administrators (CYSA) desired. 
Certified Pool Operator (CPO) desired.  Certified Therapeutic Recreation Specialist 
(CTRS) desired. 

 
Knowledge, Skills and Abilities: 
   

Knowledge of recent developments, current literature and sources of information related 
to recreation services planning and administration. 
 
Knowledge of the operation and maintenance of tools and equipment used in facility 
and field preparation and maintenance. 
 
Knowledge of basic accounting principles, budget development and timekeeping 

  
Skill in problem solving and time management 

 
Ability to follow established departmental policies and procedures 

 
Experienced and able to make effective oral presentations. 

 
Knowledge in writing grants and soliciting sponsorships 

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

  
 
  
  
 
  
 
 
  
 
 
 
 
 
   


