
 
 

 

 

 

 

 

 

 

 

 

 

SUMMARY: 

Under the direction of the Director of Parks and Recreation, the Parks & Recreation Administrator 

provides administration and management oversight to aid the recreation department in expanding 

programs and services while strengthening current offerings. Responsible for setting up administrative 

controls and policies to implement additional programs, research grant opportunities, set up 

sponsorships/partnerships and multiple volunteer opportunities across the recreation department. 
 

BASIC FUNCTIONS: 

1. Plans, initiates and organizes new programs in accordance with the interest and needs of 

the community. 

2. Supervises subordinate personnel in the area of assigned responsibility. 

3. Studies the needs of current programs, compiles community feedback and gives 

recommendations. 

4. Promotion, organization and direction of new programs and services. 

5. Organize and conduct community meetings related to current and new programs. 

6. Research grant opportunities based on needs. 

7. Work with Parish grant team on grants, figures, needs and requirements. 

8. Develop and manage numerous Volunteer programs. 

9. Create and manage an hour tracking database for coaches and other volunteers to 

administer program documentation and allow for volunteers to receive a tax credit. 

10. Researches, develops and manages recreation sponsorship programs. 

11. Create and update training programs for coaches, volunteers, officials and seasonal personnel. 

12. Oversee the promotion, marketing and advertisement of the recreation departments 

programming and services. 

13. Liaison with special needs and disability organizations for inclusion into recreation programming. 

14. Maintain discipline and compliance in regards to safety and regulations. 

15. Supervise activities at various venues during the season. 

16. Attend parish and recreation district meetings as assigned. 

17. May be required to attend program activities that are held outside of Terrebonne Parish. 

18. Performs and coordinates assignments as directed by the Director of Parks and Recreation. 

19. Special projects as assigned. 

20. Any and all other job related duties. 
 

OTHER REQUIREMENTS: 

1. Submitting to a background check. 

2. Must be able to follow instructions and perform duties with minimal supervision. 
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3. The candidate will have to demonstrate the ability to communicate courteously, 

professionally and in a friendly manner. 

4. First Aid/CPR/AED Certification. 

5. Annual Concussion Training. 

6. Must be willing to work extended hours, including nights, weekends and holidays. 

7. Must be willing to work outdoors with exposure to heat. 

8. Must possess a valid Driver’s License. 

9. Any other training or certifications as may be required.  

10. All Parish employees are required to complete Louisiana State Ethics Training annually.  

 

EDUCATION/EXPERIENCE: 

1. Two year associate’s degree, diploma or equivalent from a college, technical, business, 

vocational, or correspondence school.  

2. The candidate shall demonstrate the ability to use a variety of software packages, such as 

Microsoft Word, Outlook, Excel and PowerPoint. 

3. Past management of programs and staff is a plus. 

4. Experience in Public Relations, hosting Public Meetings and Public Speaking is a plus.  

5. Experience with obtaining grants and/or grant management is a plus. 

6. Experience with non-profit or community projects management is a plus. 

7. Experience in securing sponsorships is a plus. 

8. Experience with recreation and recreational needs is a plus. 


