Parks and Recreation
Community Programing Coordinator

City of Wakefield
Department: Parks and Recreations
FLSA Status: Non-Exempt
Duration: Twelve (12) weeks
Salary Range: $9.65 to $12.00 (15 hours/week)
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Parks and Recreation
Community Programing Coordinator
Parks and Recreation Overview
Wakefield, Michigan, is a quaint community that embraces the recreational opportunities both
within the City and in the greater Wakefield community. The City is home to eight (8) designated
parks, with a total of 62.4 acres, including a little league field, softball fields, two public access
lakes, a swimming beach, and several miles of walking trails. The park system also includes a
seventy (70) site campground located on the shore of Sunday Lake.

Parks within the City are utilized predominantly in the summer months when residents and
visitors alike visit the parks for recreational opportunities such as swimming, sports, camping,
fishing, and exercising.

General Purpose
Under general supervision from the City Manager performs professional duties in planning,
developing, coordinating, implementing, and supervising recreation and athletic programs for the
City of Wakefield. To enhance the quality of life of our residents, promote an active lifestyle,
stimulate the local economy, and attract tourists, the Community Programing Coordinator will
develop free programs accessible to the community. Implementation of a farmers market and
music in the park program is the primary purpose of this position.
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Essential Duties
• Assists City Manager in planning, organizing, developing, scheduling and evaluating recreation
and athletic programs.
• Schedule recreation facilities and supervise condition of facilities.
• Conduct and attend a variety of staff meetings and community meetings.
• Assist with public relation duties such as preparing and distributing flyers, press releases, social
media, and brochures.
• Assist with preparing and administering individual program or facility budgets as appropriate;
monitor expenditures and payroll in accordance with established procedures.
• Provide clerical support, program registration, answer telephones, and maintain
correspondence with other divisions or agencies; may respond to public inquires about
programming.
• Development of classes, schedules, and implementation of activities, programs.
• Performs related duties as required.

Minimim Qualifications
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions of the position.
Requirements
• Excellent interpersonal and customer service skills.
• Self motivated and able work independently.
• Ability to complete tasks in a timely manner.
• Ability to work cooperatively with people from diverse backgrounds.
• Detail-oriented.
• Must be a licensed driver with a safe driving record.
• Weekend, early morning or late evenings may be required.
• Must have reliable transportation.
Physical Demands
• While performing the duties of this job, the employee occasionally works in outside weather
conditions and may be occasionally exposed to wet and/or humid conditions.
• This position requires the employee to stand and/or walk for up to 5 hours during a time.
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Tools and Equipment Used
Personal computer, including word processing software; calculator; copy and fax machine; phone;
mobile or portable radio; automobile; various sports equipment used in recreation programs.

Application Procedure
The following documents compose an application package. All of the following must be
completed and submitted to be considered:
Submit Application
Cover Letter
Resume
A Letter of recommendation
You may drop off your application package in person at 509 Sunday Lake Street, Wakefield, MI
49968. Or, you may email your application to clerk@cityofwakefield.org.

Timeline
Event

Due Dates

Application Package

March 9, 2020

Interviews

March 12, 2020

First Day

March 18, 2020

The City of Wakefield is an Equal Opportunity Employer. We consider all candidates without regard to
sex, race, color, age, height, weight, martial status, national origin, religion, disability, color, familial status,
genetic traits, or any other legally protected status or activity. We will attempt to provide reasonable
accommodations for eligible individuals with a disability if requested.
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