
Cherokee Recreation & Parks Authority 
Job Description 

 
Job Title:  Superintendent of Parks & Facilities 

 
 
Division: Parks & Facilities 
Supervisor: Assistant Director 
 
Summary:    
 Major job functions include the planning and scheduling of parks and recreational 
 facilities maintenance; public presentations;  budget administration; capital 
 programs; staffing; report development; and the division’s liaison to the general 
 public.   
 
 
Essential Duties and Responsibilities include the following: 
 
 Develops budget for the division and conducts equipment and staffing needs 
 analysis.  Considers request for employee classification and pay changes; 
 determines and carries out disciplinary action; screens applicants and conducts 
 interviews; monitors employee performance and conducts employee evaluations. 
 
 Makes reports and conducts investigations; investigates complaints relative to 
 parks and recreational facilities; inspects and documents condition of park 
 facilities and assigns employees to correct problems. 
 
 Maintains department files; handles telephone inquiries and complaints form the 
 public. 
 
 Meets with contractors and consultants on all capital program projects for the 
 Authority. 
 
 Acts as department representative to public on all facets of parks & facilities. 
 
 Makes presentations to public with Power Point displays and oral speeches. 
  
 Reviews master plans and park plans and provides input on changes to both. 
   
 Submits weekly reports to the Assistant Director. 
 
 Checks for cleanliness of Authority property. 
 
 Develops material lists and obtains quotes for repair of recreation facilities. 
 



 Performs park maintenance work; duties include cutting grass, preparing athletic 
 fields for use by mowing, dragging, and lining of fields.  Uses equipment 
 including field rake, rotary mower, reel mower, trimmer, skid steer loader and 
 tractor to accomplish tasks. 
 
 Seeds, mows, fertilizes, waters, mulches and weeds lawns and ball fields; trims 
 around trees, shrubbery and buildings; shapes and prunes hedges, bushes and 
 trees; weeds, edges and mulches around Authority facilities. 
 
 Prepares ball fields for seeding by tilling, raking, lining and fertilizing; straws 
 after seeding is complete; Ability to operate all Authority equipment, heavy and 
 small.  
  
 Picks and disposes of litter; empties trash receptacles; loads and unloads trash and 
 debris; clears and burns underbrush in Authority parks. 
 
 Other duties as assigned. 
 
 Completes a daily log of activities. 
 
Supervisory Responsibilities: 
 Serves as supervisor to employees who supervise other personnel in assigned 
 division.  Has added responsibility for planning and assigning unit’s workload and 
 evaluating performance of unit.  Makes preliminary or final decisions in hiring, 
 promoting, disciplining and firing employees in assigned division.  Addresses 
 employee complaints and resolves personnel problems.  Instructs and trains 
 employees and conducts employee evaluations.  Conducts interviews.  May 
 provide direct assistance to employees in completing job duties. 
 
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, 
 horticulture or related field.  Five years experience in a supervisory 
 capacity (preferably in parks & recreation).  Any combination of education and 
 experience is acceptable. Certified Park & Recreation Professional (CPRP) 
 required. 
 
 
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: 
 Certified Parks & Recreation Professional (CPRP) required.  Possession of a valid 
 Georgia Driver’s License (class C) and a satisfactory Motor Vehicle Record 
 (MVR).   
 
Knowledge, Skills and Abilities: 
 Knowledge of budget development, accounting principles, purchasing procedures 
 and record keeping systems.  
 
  Knowledge of basic blueprint reading.  
 
 Skill in dealing with the public. 
 
 Ability to follow established safety rules and departmental policies and 
 procedures 
 
 Ability to establish staff requirements and schedules for projects. 
 
 Skill in the operation of equipment and tools used in services provided by the 
 Parks & Facilities Division 
  
 Computer skills required including MS Word, MS Excel and MS PowerPoint. 
 
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 to finger, 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 frequently 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 regularly works near 
 moving mechanical parts and in outside weather conditions and is regularly 
 exposed to fumes or airborne particles, toxic or caustic chemicals and risk of 
 electrical shock.  The employee is frequently exposed to vibration.  The employee 
 occasionally works in high, precarious places.   
 
 The noise level in the work environment is usually moderate 
 
Comments: 
 Must be available for work on weekends, evenings and holidays.  Must be 
 available 24 hours a day for emergency. 
  
 
  
  
 
  
 
 
  
 
 
 
 
 
   


