CITY OF BARBERTON

An Equal Opportunity Employer


CLASSIFICATION SPECIFICATION
Page 1 of 2 

CLASSIFICATION TITLE:  Recreation Services Clerk
CITY OF BARBERTON

An Equal Opportunity Employer


CLASSIFICATION SPECIFICATION
Page 2 of 2
CLASSIFICATION TITLE:
 Recreation Services Clerk

JOB SUMMARY
An employee in this classification provides clerical and administrative support, assists with the coordination of programs and events, and regularly interacts with the public supporting the efficient operation of the department.
QUALIFICATIONS
Completion of secondary education (high school or GED) supplemented  by courses in Recreation/Business or related field, plus one year one (1) year experience or  equivalent combination of training and/or experience. Must have working experience with Microsoft Office (Word, Excel, Outlook).

LICENSURES:
Must pass BCI/FBI background check. Must possess and maintain a valid State of Ohio driver’s license, plus must be able to qualify for and remain insurable under the City’s vehicle insurance policy. American Red Cross cardiopulmonary certification with additional training in first aid. 
MINIMUM ACCEPTABLE CHARACTERISTICS (*Indicates developed after employment):

Knowledge of: division policies and procedures;* modern business office practices and procedures; English grammar and spelling; records management; data processing techniques; registration software*. 

Skill in: operation of modern office equipment; computer operations including data entry and exceptional skill in Microsoft Office, (Word, Excel, Outlook), to use all of the features of a copier, FAX, with email capability copy machine. 

Ability to: obtain Professional Parks and Recreation certifications as needed by department*, carry out instructions in written, oral, or picture form; read, copy, and record figures accurately; prepare accurate documentation; compile and prepare reports; respond to routine inquiries from the public and/or officials; maintain records according to established procedures; develop and maintain effective working relationships; communicate effectively.
ILLUSTRATIVE DUTIES (The duties listed below are intended to depict the types of tasks performed by this classification):
1. Performs general clerical and administrative tasks to promote the efficient operation of the office or division; receives correspondence and directs to appropriate person; prepares correspondence, reports, programming, and other documentation; etc. 
2. Sets up and maintains office records and files in accordance with applicable policies and procedures; receives and responds to information requests from the public and/or officials; updates files where applicable.
3. Greets the public and/or visitors to the office; receives and directs calls to appropriate party; responds to questions and/or requests; receives payments and issues receipts; performs other customer service functions.

4. Maintains inventory of all department supplies and equipment; prepares requisition forms for the ordering  of new supplies as needed; prepares and follows up on purchase orders and requisitions; receives payments and deposits funds. 

5. Receives and reviews information to be processed and entered into department’s software system (e.g., memberships, receipts, cards, etc.); checks and verifies documents to ensure completeness and compliance with applicable policies and procedures.

6. Assist in the planning, organization, and implementation of recreational programs, activities and special events including development and dissemination of promotional materials, including monitoring program participants and activities to ensure compliance with policies and procedures.
7. Leads and directs other employees as needed; may instruct new or subordinate personnel on work procedures, equipment operation, etc.; may assist in coordinating volunteers for various events and programs.

8. Must be willing to learn to drive Parks and Recreation vehicles that includes operating wheelchair lifts.
9. Any other related duties as assigned.
10. Demonstrates regular and predictable attendance; flexibility for occasional evening and weekend events will be required.
PHYSICAL REQUIREMENTS: This position, at times may require light to moderate physical exertion, including standing, walking, bending reaching and occasionally lifting between 30-50 pounds.  Also, occasionally working in the elements such as rain, heat, cold or snow may be necessary.
I received this job description for Recreation Services Clerk and reviewed the qualifications, requirements, and duties with my supervisor. 

Employee Name: (Print) _______________________________   
Date: _________________

Employee Signature: __________________________________

Supervisor Name: (Print) _______________________________


Supervisor Signature __________________________________
Title: ____________________
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