COMMUNITY ACTIVITIES SUPERVISOR
SALARY: E $3,245.10 - $3,944.44 per month

REPORTS TO: City Manager
GENERAL RESPONSIBILITIES:
Under general supervision to plan, organize and perform a wide range of duties relating to community activities, recreational activities and community facilities. The following is an example of the responsibilities of the position (but not limited to):
· Research and develop community activity and recreation program as needed including year round community activities and sports programs for all age groups.
· Develop youth activities/programs in the summer and during school breaks.
· Maintain community facilities (including buildings, recreational areas, etc) and equipment.
· Schedule calendar for buildings and facilities.
· Issue special permits for buildings, park and other areas as needed or required.
· Interface with various community organizations and establish a Community Calendar.
· Serve as staff advisory to Recreation Commission and attend all meetings as required including preparation of agendas, staff reports, etc.
· Present monthly reports to the City Council as well as to the other organizations/boards as needed or required.
· Organize, promote and participate in events such as 4th of July, Old Timer’s Day, Holiday Magic Celebration, Community Appreciation Dinner, etc.
· Develop Community relations programs.
· Work with other departments in the development of grant and loan packages in order to meet community activity/recreational needs followed by implementation of grants/loans if awarded.
· Responsible to coordinate and assist in the timely installation & removal of all banners and decorations on (but not limited to) Kings Street and SR 269.
· Responsible to coordinate and assist as needed in community celebrations including parade route permits required by the State of California.
· Prepare reports, studies, etc. as needed and required by the State of California.
· Promote and organize events/activities at Avenal Theater.
· Design/Develop flyers and brochures for community activities/programs.
· Develop and implement annual departmental budget.
This position requires the ability to work flexible hours including some weekends.
DESIRABLE QUALIFICATIONS:
Knowledge: Development and coordination of community activities and year-round recreational programs; grant writing and implementation thereof; promoting and organizing of events and activities; computer skills (word processing, print shop, etc.); municipal budgets; 
Must possess excellent oral and written communication skills, as well as excellent "people” skills.
Ability to: Develop relationships within the City and represent the City before various services, private and public organizations and individuals; perform functions with little supervision using sound judgement; be self-motivate, self-reliant, outgoing, innovative, creative and resourceful.
Education and Experience: High School education or the equivalent; must have a minimum of five years of experience in recreation/community activities field and a minimum of two years of increasingly responsible supervisory experience in the same fields.
ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT TELEPHONE.

EMPLOYEES SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.
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