
JOHNSON COUNTY PARKS & RECREATION


POSITION DESCRIPTION
	POSITION TITLE:
RECREATION INTERNSHIP
DEPARTMENT:
PARKS & RECREATION

REPORTS TO:
ASSISTANT SUPERINTENDENT

PAY:   
                 NONE


Purpose of Position:
The purpose of this position is to further the student’s understanding and experience in the field of parks and recreation.  The intern will assist with a variety of recreation management duties.  Assist in developing, implementing and assessing recreation programs serving the leisure needs of the residents of Johnson County.  

Essential Job Functions:
The following duties are normal for this position.  These are not to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.
· Assist in developing, establishing, coordinating, and directing recreation programs.
· Assist with the organization and coordination of activities for the Johnson County Parks and Recreation.
· Budget, evaluate, research, and assist in purchasing.
· Assist with the evaluation of recreation programs to improve or expand existing programs.
· Recommend new and innovative recreational activities and ideas for the Department.
· Submits timely reports, as requested by Supervisor.
· Enforces applicable rules and regulations with program participants and park facility users.
· Assist in preparation and dissemination of promotional materials, including seasonal brochures, flyers, posters, advertisements, social media posts, and news releases.  
· Disseminates information about programs, special events, facility memberships, admission rates, and department policies and procedures to the public in a polite and effective manner.
· Answer and respond to telephone calls and emails in a professional manner.
· Ensures adherence to established safety procedures; monitors work environment and use of safety equipment to ensure the safety of employees and other individuals.
· Maintains computerized and hard-copy file systems of department records.
· Attends meetings as needed.
· Other duties as assigned.
Knowledge, Skills & Abilities Required to Perform Essential Job Functions:
· Ability to positively promote the image of Johnson County Parks & Recreation.
· Knowledge of the principles, practices, and techniques utilized in planning, organizing, and implementing recreation programs, events, and activities.

· Good knowledge of equipment, materials, and supplies required for recreation programs.

· Ability to work independently and efficiently without routine supervision.

· Ability to work with frequent interruptions during periods of high volume and under pressure from the public.

· Ability to establish and maintain effective working relationships with department staff, contractual instructors, community organizations, program participants and the general public.

· Ability to work days, evenings, weekends, and some holidays.

· Ability to communicate effectively with children and adults; includes the ability to speak and write clearly.

· Ability to operate a personal computer utilizing word processing, database management, desktop publishing, and other software applications.

· Ability to operate a motor vehicle to conduct work activities.

· Ability to exert moderate physical effort, typically involving some combination of stopping, kneeling, crouching, and crawling and that may involve the lifting, carrying, pushing, and/or pulling of objects and materials weighing up to 50 pounds.

· Performance of essential functions may require exposure to adverse environmental conditions, such as humidity, rain, temperature extremes, machinery, or traffic hazards.

Qualifications Required to Perform Essential Job Functions:
· Student in either a Bachelor’s or Master’s program in recreation, sport management, or related field.

· Must possess and maintain certification in Cardiopulmonary Resuscitation (CPR), First Aid and AED within 30 days of accepting the position.

· Must possess and maintain a valid driver’s license.
