
DEPARTMENT: PARK AND RECREATION 

JOB TITLE: PARKS AND RECREATION DIRECTOR 

IMMEDIATE  
SUPERVISOR: TOWNSHIP MANAGER 

 
REVISION DATE: October 12, 2016 
  
POSITION SUMMARY 
 
This is professional work in the direction of the Parks and Recreation Department of the 
Township. The Director provides the overall administration and evaluation of a 
comprehensive park management program incorporating assigned park reservations, 
waterfront properties, outdoor recreation facilities, including concessions and special 
events. The Director plans, staffs and monitors for optimum efficiency and cost effective 
operations that enhance facilities and services to the public. The Director oversees 
operations pertaining to parks, open space, recreation, buildings, and structures to 
achieve professionally managed park reservations in keeping with the long-range 
master planning process. Work extends to include promoting and supporting varied 
recreation and athletic activities suited to the interest level of potential and actual 
patrons and coordinating the Township's recreation program with that of the Moon Area 
School District. 
 
The Director serves as an ex-officio member of the Parks and Recreation Board. The 
employee functions with wide latitude under the administrative direction of the Township 
Manager and within the framework of policies established by the Board of Supervisors.  
The Director assumes executive responsibility for all the recreation, parks and 
conservation functions, and for the maintenance of a high level of recreation service.  
The employee is in a position to enlist the confidence and support of the citizenry in the 
Township by his/her ability to provide a wholesome recreation program for area patrons. 
 
The work is subject to review through reports, conferences, observation of results, and 
appraisal of acceptance and popularity of programs. 
 
Work is performed under the general supervision of the Township Manager.  
 
Work is performed during regularly scheduled hours and may involve additional hours 
as needed. Attendance at evening meetings is required. The position is exempt under 
the Federal Fair Labor Standards Act. 
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ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
1. Provides leadership and works with department staff to develop and retain highly 

competent staff through training and day-to-day management practices.  
 

2. Helps recruit and recommend for selection the employment of department 
personnel. 
 

3. Manages Parks and Recreation personnel to include discipline, demotion, 
termination, performance monitoring and evaluation, coaching for performance 
improvement and development. 
 

4. Maintains personnel records, such as work schedules and time off requests as 
well as all other appropriate personnel documentation within the confines of any 
and all union agreements and Township personnel policies.  

 
5. Administers the rental and scheduling for all parks and recreation facilities (i.e. 

athletic fields, pavilions, Robin Hill Cultural Center, etc.). 
 

6. Supervises and coordinates the organization and conduct of the community 
recreation program, including both those activities under active leadership and 
others which primarily require provision of space, facilities and general 
administrative service.  
 

7. Organizes and supervises an efficient administration of the department's 
programs and maintains complete and accurate records of department activities, 
services and property.  
 

8. Recommends Parks & Recreation Ordinances and Regulations and enforcement 
of same as necessary.  
 

9. Prepares and issues regular and special reports for use by Township staff, Board 
of Supervisors and other community officials.  

 
10. Establishes, reviews, and coordinates programs and procedures so that 

department services are maximized and delivered at a reasonable cost.  
 

11. Plans and implements new recreation programs and special events. 
 

12. Coordinates with other recreation programs in the Township including the School 
District and with independent athletic, environmental and conservation 
organizations in the Township.  
 

13. Supervises or coordinates municipal efforts in the area of open space, urban 
conservation, and beautification.  
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14. Establishes and maintains cooperative planning and working relationships with 

other local community agencies--governmental, voluntary, and private, and with 
state, regional, and national agencies concerned with recreation, parks, 
conservation, and related fields.  
 

15. Helps coordinate and supervise the acquisition, planning, and design of 
recreation, open space, and park facilities.  
 

16. Helps prepare and recommend adoption of long-range and immediate plans, in 
cooperation with the Township Manager and/or the advice of the Parks & 
Recreation Board to meet Township needs for adequate recreation and open 
space facilities, programs and personnel.  
 

17. Works in conjunction with the Township Facilities Manager to assure that all 
department facilities are kept in good repair.  
 

18. Works in conjunction with the Township Engineer, Township Facilities Manager 
and/or private contractors on all buildings, grounds or facilities improvements and 
on any other capital improvement projects as directed by the Township Manager. 

 
19. Responds to inquiries and complaints from the public related to Parks and 

Recreation facilities and programs. 
 

20. Attends civic club meetings, churches, schools and other community 
organizations to explain activities and functions of the Parks & Recreation 
Department and to establish effective public relations. 
 

21. Directs, controls and accounts for the expenditure of department programming 
funds in accordance with budget appropriations and supervises the keeping of 
complete financial records for the department programs. 
 

22. Prepares and justifies budget estimates, work programs and supporting data 
concerning recreation and parks functions for submission to the Township 
Manager and Board of Supervisors. 
 

23. Prepares short and long-term project and program recommendations for the 
annual and capital budgets.  
 

24. Recommends establishment of necessary fees and charges for various 
department services and supervises their use.  
 

25. Seeks assistance and potential aid from County and State agencies in the form 
of grants or aid for programs and activities.  
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26. Attends Board of Supervisors meetings, Parks & Recreation Board meetings, 

departmental staff meetings and other meetings as required.  
 

27. Attends pertinent training and development programs.  
 

28. Works long hours and/or Saturdays and Sundays as need arises, usually during 
the summer months. 
 

29. Performs related work as required. 
 
 

REQUIRED KNOWLEDGE SKILLS AND ABILITIES 
 
1. Demonstrated applied knowledge of methods and techniques of park and 

recreation management required 

2. Demonstrated managerial, supervisory and personnel experience required 

3. Demonstrated management skills, including communication (verbal and written), 
visioning, problem solving, strategic planning, prioritizing, delegating and the 
ability to analyze diverse facts, and develop clear concise 
reports/recommendations  

4. Demonstrated ability to lead professional and technical staff, building teamwork 
and recognizing staff contributions 

5. Demonstrated ability to develop and maintain positive working relationships with 
Township staff, elected/appointed officials and the general public 

6. Demonstrated multi-faceted professional with initiative who is an innovative, 
creative thinker 

7. Demonstrated knowledge of governance, environment, culture, processes, 
procedures, and how decisions are made 

8. Demonstrated clear understanding of the relationship between community and 
the environment 

9. Advanced computer skills are preferred.  

10. Must possess significant knowledge of general management, and supervisory 
principles and practices, and display sound judgment and leadership skills. 

11. Must know how to safely operate job relevant equipment. 

12. Thorough knowledge of Township programs, operations and general knowledge 
of facilities and equipment required.  
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13. Ability to communicate effectively, both verbally and in writing. Ability to perform 

basic math and analytical skills 

14. Ability to research, plan, implement, problem solve, evaluate and report activities 
and programs. Attention to detail required. 
 

15. Some knowledge of the principles and practices of first-aid. 
 
 
EXPERIENCE AND TRAINING 
 

1. Graduation from an accredited college or university with a Bachelor's degree in 
Parks and Recreation Administration, Master's degree preferred with three (3) 
years prior experience in a leadership position conducting recreation activities for 
a community recreation program. Certified Leisure Professional (CLP) 
encouraged. 

 
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
Work is performed in office settings and outdoors. Routine outdoor work is required to 
traverse various recreation construction sites, and remote public works facilities. Hand-
eye coordination is necessary to operate computers and various pieces of office 
equipment, as well as a wide variety of mechanized equipment and tools. 
 
While performing the duties of this job, the employee is occasionally required to stand, 
walk, use hands to finger, handle, feel or operate objects, tools or controls, and reach 
with hands and arms. The employee is occasionally required to sit, climb or balance, 
stoop, kneel, crouch, or crawl, talk or hear and smell. The employee must occasionally 
lift and/or move up to 50 pounds. Specific vision abilities required by this job include 
close vision, distance vision, color vision, peripheral vision, depth perception and the 
ability to adjust focus. Vocal communication is required for expressing or exchanging 
ideas by means of the spoken word; hearing is required to perceive information at 
normal spoken word levels; visual acuity is required for preparing and analyzing written 
or computer data, operation of machines, determining the accuracy and thoroughness 
of work, and observing general surroundings and activities; the worker may be subject 
to adverse environmental conditions, to visit sites, operations or perform inventories and 
related tasks. 
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LICENSE, CERTIFICATES, and CLEARANCES: 

 
1. Possession of a valid Pennsylvania driver’s license during tenure of employment. 

 
2. PA Child Abuse History Clearance, PA State Police Criminal Record Check, and 

FBI Criminal Background Check 
 
 

SELECTION GUIDELINES: 
 
1. Formal application, rating of education and experience; oral interviews and 

reference check. 
 
2. Job related tests may be required. 

 
 
ACKNOWLEDGMENT OF RECEIPT, ACCURACY AND COMPREHENSION: 
 
The duties listed in the above job description are intended only as illustrations of the 
various types of work that may be performed. The omission of specific statements of 
duties does not exclude them from the position.  

 
The job description does not constitute an employment agreement between the 
employer and the employee, and is subject to change by the employer as the needs of 
the employer and the requirements of the job change. 
 
______________________________________________________________________ 
 Parks and Recreation Director     Date 
 
 
______________________________________________________________________ 
Immediate Supervisor      Date 
 
 
10/12/2016 



TOWNSHIP OF MOON 
APPLICATION FOR EMPLOYMENT 

 
 

Moon Township is an Equal Opportunity Employer. All qualified applicants will be 
considered without regard to race, color, religion, sex, national origin, ancestry, age, 
sexual orientation, gender identity, genetic information, disability, or any other 
characteristic protected by law. All information requested on this application form is 
solicited for the purpose of determining abilities and skills required for proper job 
placement and to facilitate verification of the information requested.  

 
Instructions: This application must be completed in its entirety. Please print in ink or type. 

If you need assistance in completing this application form because of a 
disability please notify the Assistant Manager at (412) 262-1700. 

 
Position Desired: 
 

Full-time Part-time 

Name:  
 
                                                        Last                                  First                                      Middle 
Address: 
 
                                       Street                                                        City                          State       Zip Code 
Phone:    
 
                                       Daytime                                                                  Evening 
 
For Police, Fire and Public Works Applicants Only: 
 
Driver’s License Number:                                          Issuing State: 
 

 
 Circle One 
Are you at least 18 years old?  
If no, do you have a work: permit? __ Yes __ No 
 

Yes No 

Are you a United States citizen or authorized to work in the United 
States? (Proof of citizenship or immigration status will be required upon 
employment) 
 

Yes No 

Have you ever been employed by Moon Township: 
If yes, give date(s). 
 

Yes No 

May we contact your current employer? If no, please identify someone 
familiar with your performance that we may contact. 
 
Name:  ________________________________________ 
Phone: ________________________________________ 
 

Yes No 

Can you work: Weekdays? Yes No 
                        Evenings? Yes No 
                        Weekends? Yes No 



EMPLOYMENT HISTORY 
 
List all employment for the past ten years, beginning with current or most recent position. 
 
Employer: 
 
 

Dates Employed: Job Title: 
 

Address: 
 
Supervisor's Name: 
 

Supervisor's Number: 

Hourly Rate/Salary - Starting:                                  Ending: 
 
Description of Duties: 
 
 
Reason for Leaving: 
 
 
Employer: 
 
 

Dates Employed: Job Title: 
 

Address: 
 
Supervisor's Name: 
 

Supervisor's Number: 

Hourly Rate/Salary - Starting:                                  Ending: 
 
Description of Duties: 
 
 
Reason for Leaving: 
 
 
Employer: 
 
 

Dates Employed: Job Title: 
 

Address: 
 
Supervisor's Name: 
 

Supervisor's Number: 

Hourly Rate/Salary - Starting:                                  Ending: 
 
Description of Duties: 
 
 
Reason for Leaving: 
 
 
If you need additional space, please continue on a separate sheet of paper. 
 



EDUCATION 
 

 
Last High School Attended: 

   
 
                                                                                                    

 Name                                          Location 
 

Highest Grade Completed: ______________________________________________________ 
 
Do you have a High School Diploma or G.E.D. Certificate? _____________________________ 
 
Colleges, Universities, Trade or Technical Schools or Apprenticeship Programs: 
 

Name Location Years Degree/Certificate 
 
 
 
 
 

   

 
 
 
 
 

   

 
 
 
 
 

   

 
MILITARY 

 
Branch of Service: Length of Service: Rank at Separation: 

 
 
 

Reserve Requirements: Specialized Training: 
 
 
 

 
OTHER QUALIFICATIONS 

 
Summarize special skills, abilities or experiences which qualify you for this position. 
 
 
 
 
 
 
 



 
REFERENCES 

 
Please list three references other than relatives or former employers: 
 

Name/Address Phone Number Relationship 
   
 
   
 
   
 

 
Have you ever been convicted of a felony or misdemeanor? YES NO 
If YES, explain;  
 
 
 
 

 
Please attach a resume if available. 

 
 

CERTIFICATION, AUTHORIZATION AND AGREEMENT 
 
“I certify that the information supplied by me on this application and in my resume, if any, is true and complete and does not contain any 
falsifications, omissions or concealment of material fact. I authorize Moon Township to investigate the truth of this information and of any other 
information' may supply during a pre-employment interview. I further authorize every school, employer, person and agency identified by me on 
this form or in my resume to release any and aIl verifying information Moon Township may solicit from It or them. I further authorize Moon 
Township to investigate any felony or misdemeanor convictions In my criminal history which are directly related to my suitability for employment 
in the position for which I have applied. If my application is denied in whole or in part because of information contained in a criminal records 
report, Moon Township will so advise me." 
 
“I hereby release all, law enforcement agencies, my former employers, and educational institutions and programs and every other person 
identified by me on this form or in my resume from liability for any damage or injury arising out of the release of Information requested by Moon 
Township." 
 
“I understand and agree that Moon Township's acceptance of this employment application does not constitute any promise, expressed or 
implied, that I will be hired. I further understand that Moon Township does not guarantee anyone employment for any specific length of time. I 
therefore agree that, If I am hired, my employment is at-will and may be terminated by either me or by Moon Township without notice or cause." 
 
“I further understand and agree that any offer of employment Moon Township may make to me (and, If I am hired, my continued employment) 
will be contingent upon my submission of evidence verifying that I am authorized to work in the United states and may be contingent upon my 
taking and passing physical examinations and drug tests." 
 
“I certify that I am not a party to any contract or other obligation which would limit, interfere with or restrict my ability to work for Moon Township 
in any way.” 
 
“I hereby acknowledge that, have read this section of the employment application and fully understand the meaning and effect of signing this 
form." 
 
 
Township Of Moon  
1000 Beaver Grade Road Signed 
Moon Township, PA 15108  
(412) 262-1700 Date 
 


