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Therapeutic Recreation Coordinator
Grade: 8 


FLSA: Exempt

Date:
04/21

Job Summary: Develops, implements, and supervises therapeutic recreation programs for individuals with disabilities; manages Therapeutic Recreation programs including defining goals and objectives, setting standards, developing and interpreting policies and procedures; reviews and approves programs and projects; performs other duties as assigned.


Essential Functions:
1. Develops, implements, and supervises therapeutic recreation programs for individuals with disabilities;

2. Manages Therapeutic Recreation programs including defining goals and objectives, setting standards, developing and interpreting policies and procedures;

3. Coordinates activities with other agencies and outside government agencies;

4. Evaluates program effectiveness;

5. Prepares annual budget requests for Therapeutic Recreation programs; controls expenditures and monitors revenues;

6. Originates purchase requisitions and check requests;

7. Prepares grant and related financial reports regarding their status;

8. Recruits, selects, and trains part-time and seasonal staff;

9. Plans, schedules and assigns work; evaluates work and counsels employees on performance; approves timesheets and leave requests;

10. Prepares articles, newsletters, flyers, news releases and advertisements to publicize programs and events;

11. Presents at professional conferences on a local, state, and national level;

12. Maintains extensive mailing lists of individuals and groups interested in special recreation programs;

13. Acts as department liaison to advocate agencies, public schools and community groups;

14. Reviews and makes recommendations for all facilities developed in the department to insure compliance with various building codes concerning physical access to individuals with disabilities;

15. Reviews technical literature, conducts surveys, meets with vendors, exchanges information with other governmental agencies and organizations; attends professional conferences to identify new programs, methods, and equipment;

16. Maintains records of revenues and expenditures, inventory of supplies and equipment, payroll, and program participants;

17. Prepares periodic administrative reports, monthly and annual reports;

18. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

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

2. Ability to act as a representative of St. Mary’s County Government;

3. Expert knowledge of department practices and procedures;

4. Ability to read and comprehend relevant documents associated with department operations;

5. Ability to effectively communicate with other staff members; ability to coordinate, advise, and maintain effective working relationships with other professionals;

6. Ability to maintain strict confidentiality and utilize good judgment in all matters pertaining to the department; 

7. Ability to plan, organize and promote a wide variety of recreational activities.  

8. Ability to recruit, supervise and train activity leaders.  

9. Ability to recruit, coordinate and guide the efforts of volunteer workers;

10. Effective leadership skills;

11. Ability to prioritize and multitask; 
12. Ability to complete assigned tasks accurately and in a timely fashion;
13. Ability use available resources to research information;

14. Ability to prepare and maintain accurate records;
15. Ability to operate relevant computer systems, including hardware and software, and office machines.


Education and Experience: 

1. Bachelor’s degree from an accredited college or university in Therapeutic Recreation Administration, or other related field;

2. Preferred certifications such as Certified Parks & Recreation Professional (CPRP), Certified Therapeutic Recreation Specialist (CTRS), or willingness to obtain within 2 years of hire;

3. Two years experience in program planning and administration;

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

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort. 
Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 


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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Your signature below indicates that you have received a copy of this position description.
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