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Coordinator II
Grade:  7


FLSA: Non-Exempt

Date:
10/00

Job Summary:  Develops, implements, plans, schedules, monitors, and supervises department-specific programs; monitors compliance with relevant regulations, policies, and procedures as they relate to specific projects; performs other duties as assigned.


Essential Functions:
1. Responsible for current and future youth and adult sports leagues, competitive sports, camps, clinics, and special activities. Recreation & Community Services has thousands of residents participating in the sports programs provided by or coordinated through this position;
2. Promotion and publicity of programs and fundraisers in a professional and successful manner;
3. Develops, implements, plans, schedules, monitors, and supervises large and complex department-specific programs;
4. Ability to be produce clear and effective communication to citizens, staff and media;
5. Monitors compliance with regulations, policies, and procedures as they relate to specific programs; 

6. Monitors performance of assigned staff relative to the program;

7. Prepares relevant correspondence and reports;

8. Liaisons with local, regional, and state organizations related to the program;

9. Performs fiscal planning and management for the assigned program and monitors grant allocations;

10. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Experience working with youth sport programs and a general understanding of sport philosophy and best practices.

2. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

3. Ability to act as a representative of St. Mary’s County Government to the public;

4. Expert knowledge of department practices and procedures and of the practices, procedures, and concepts of the assigned programs;

5. Knowledge of relevant Federal, State, and Local regulations relative to the operations of specific projects and programs;

6. Ability to effectively communicate with other staff members;
7. Ability to effectively monitor staff performance;
8. Ability to develop, implement, prioritize, and coordinate program-related activities; 
9. Ability to use available resources to research information;

10. Ability to prepare and maintain accurate records;
11. Ability to operate relevant computer systems, including hardware and software.


Education and Experience: 
1. Bachelor’s degree in recreation or sports management, or related degree;

2. Three years or more of related experience;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires light physical effort in the handling of light materials or boxes and tools or equipment in non-strenuous work positions up to 30 pounds and/or continual standing or walking of 60%/+ of the time.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings, and training rooms.

The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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