
MOKENA COMMUNITY PARK DISTRICT  
 

JOB TITLE:  Recreation Supervisor 

 
DEPARTMENT: Recreation  REPORTS TO: Supt. of Recreation 
SCHEDULE: Monday—Friday; 8:30 a.m. – 5:00 p.m.* 
 
*May exceed 40 hours per week and will include evening, weekend, or holiday hours (varies with season).  
Schedule subject to change. 

 
SUMMARY 
The Recreation Supervisor - performs on a full-time basis.  Generally, the work place is moderate to fast-paced.  
Responsibilities include planning, implementing, and administering a diversified group of athletic programs, 
tournaments, camps and events for all ages and interests. The Recreation Supervisor will also be assisting in 
other programs and special events throughout the year.  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Include, but are not limited to: 
1. Establish, coordinate and direct the implementation of a diversified group of athletic programs, leagues, 

tournaments, camps and events for the community. 
2. Promote and encourage program/event participation of all age groups and all areas of interest.  
3. Maintain awareness of current trends, fads and interests for the continual enhancement and diversification 

of athletic programs. 
4. Provide program and registration information for the fall, spring and summer Park District brochures. 
5. Implement and set program fee structure, ensuring athletic programs are self-supporting. 
6. Obtain sponsorships for athletic programs, leagues, and tournaments and ensure appropriate recognition 

for sponsors. 
7. Interview, hire and recruit instructors, referees, coaches, site supervisors, scorekeepers and volunteers and 

set appropriate wages/ stipends, taking into consideration experience, education, knowledge of subject 
matter and the prevailing wage standards for the industry. Ensure appropriate staffing ratios for all 
programs. 

8. Ensure all independent contracts, employee program confirmations, employment documents, and certificate 
of insurance are completed and on file before staff members start working.  

9. Provide supervision of all staff members assigned to the recreation department for athletic type venues.  
Receive notification of absentee instructors, coaches, site supervisors, scorekeepers, volunteers, and 
referees and provide for suitable substitutes when appropriate. 

10. Work with the customer service desk to ensure compliance with required minimum/maximum participant 
enrollment numbers. 

11. Evaluate relevant recreational personnel, volunteers and programs to ensure the Park District is providing a 
standard of excellence for the delivery of quality recreational programs and service. 

12. Plan and facilitate coaches and referee organizational meetings, educational workshops and certification 
clinics, emphasizing an understanding of the game, good sportsmanship and fair play. 

13. Organize and develop youth leagues, ensuring an equitable balance of ability on all teams and equal 
amount of playing time for all participants in a recreational setting. 

14. Organize and implement recreational and competitive adult leagues, creating rules and guidelines for play. 
15. Set up practice schedules, game schedules and tournament brackets for all Park District sponsored 

leagues and tournaments. 
16. Coordinate the procurement and scheduling of all available gyms, classrooms, and athletic fields/courts for 

Park District sponsored recreational programs and/or activities. 
17. Uphold a standard of fairness and good sportsmanship for players, coaches, referees and spectators 

involved in Park District sponsored programs. 
18. Resolve conflict with program participants, players, coaches, referees and spectators in an unbiased 

manner.  Retain authority for ejection and expulsion of program participants displaying unacceptable 
behavior. 

19. Attend athletic events to oversee activities and to ensure details are handled as planned.  Provide  
on-site coordination that includes problem solving, decision making, and interaction with participants and 
spectators. 

20. Manage the inventory of athletic equipment and supplies to ensure upkeep and security. 
21. Submit a monthly activity report on the status of athletic programs, leagues and events to the 

Superintendent of Recreation 
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22. Work in conjunction with the Maintenance Department to ensure all playing fields and courts are void of any 
hazards and are safe and ready for play.  Provide request for program setups, field preparation and layouts 
to the Maintenance Department in a timely manner. 

23. Submit an annual budget for the purchase of athletic equipment and supplies to the Supt. of Recreation and 
Supt. of Finance/H.R. for review and approval by the Finance Committee.  Maintain fiscal responsibility for 
the operation of all athletic programs. 

24. Provide leadership for the development of new athletic programs, events and facilities. 
25. Work to ensure compliance with Personnel and Park District policies and safety guidelines when recruiting 

instructors, volunteers, coaches, referees and contracting with independent contractors. 
26. Attend staff and related meetings or workshops as may be requested. 
27. Attend IPRA/IAPD annual conference, and other related workshops/seminars. 
28. Works in cooperation with community organizations and associations for usage of District-owned athletic 

fields, courts and facilities to ensure Park District sponsored programs and residents have priority.  Maintain 
a master schedule of all athletic field/court usage to avoid conflicts in scheduling. 

29. Work with community agencies, citizen groups, advisory committees, and affiliate groups of the Park 
District, striving at all times to develop and maintain a positive community image. 

30. Perform other duties as directed or delegated by the Supt. of Recreation or Executive Director.  
31. Work to ensure a safe environment within the established Loss Control Program for volunteers, program 

participants, community and guests. 
 

SKILLS AND EDUCATIONAL REQUIREMENTS 
Individual must be able to perform each essential duty satisfactorily.  Initiative and independent work habits are a 
must.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential 
duties. Individual must possess a Bachelor’s degree in Recreation, Education, or equivalent combination of 
training and experience. Must be a Certified Park and Recreation Professional (CPRP) or ability to obtain 
certification within 6 months of employment.  A valid Illinois State Driver’s License is required. Must have 
knowledge in Microsoft programs: Word, Excel, Office, etc.  
 

WORKING CONDITIONS 
Individual must be able to work evenings, weekends and holidays.  Travel to workshops, seminars and 
conferences throughout the state as required.  Ability to work in both a hands-on, flexible team environment as 
well as independently.  Some activities and events are performed outdoors and are subject to weather conditions.  
May be required to work during various weather conditions and temperatures, including inclement weather.  The 
noise level in the work environment ranges from quiet to moderate.   
 

PSYCHOLOGICAL CONSIDERATIONS 
Individual must have ability to communicate with people and handle issues under occasionally stressful situations. 
 

PHYSIOLOGICAL CONSIDERATIONS 
While performing the duties of this job, the individual is regularly required to sit, stand and walk; use hands to 
handle and feel objects and equipment; reach with hands and arms; lift up to 50 lbs.; talk and hear.   
 

COGNITIVE CONSIDERATIONS 
Must be able to exhibit exceptional organizational and time management skills and work in a team environment.  
Must possess excellent interpersonal, leadership and communication skills (verbal and written).  Must be highly 
attentive to detail and innovative.  Must have ability to manage a wide range of tasks efficiently where deadlines 
are crucial, and prioritize tasks appropriately.  Must have a strong sense of accountability and follow-through.  
Must be able to exhibit good problem-solving ability and good judgment, and work within the guidelines and 
policies set forth by the Board of Commissioners. 
 

 
 
I,  , have read and understand all aspects of this job description and 
accept the duties as set forth.  
 
 
 
    
 signature   date 
 

 rev 6/21 


