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JOB OVERVIEW
Starting Pay
$12.74 - $16.35 per hour

Schedule
Monday - Friday

Shift
8 a.m. - 4:30 p.m.

LOCATION
Government Tower

REPORTS TO
Director of Parks & Recreation 

PHYSICAL DEMANDS
Lift up to 25 lbs. (light) 

WORK ENVIRONMENT
Frequent interactions with members 
of the public

Questions? No problem! Email us at 
employment@tpcg.org.

EMERGENCY EVENTS
Not required to work during 
emergency events.

SUMMARY
Perform all clerical office work for the Parks and Recreation Department. 

ESSENTIAL FUNCTIONS
1. Provide clerical assistance to staff members and department 

visitors by answering phones, screening visitors and callers, 
taking messages when necessary, answering inquiries when 
possible or directing to the proper individual within the 
department.

2. Copy, fax, and scan materials and documents; type, print, 
and distribute department correspondence. 

3. Maintain files, including registrations, rosters, new hires, 
terminations, and job status changes.

4. Assist in preparing league rosters, schedules, and revisions.
5. Compile and process online and walk-in registrations; 

compile data for computer entry.
6. Assist in preparing department’s payroll and deposits for 

director’s approval.
7. Maintain an up-to-date full-time and part-time employee 

roster for the department.
8. Ensure all participants and volunteers have proper 

paperwork completed prior to finalizing registration or being 
assigned duties.

9. Perform other duties as assigned by supervisor.

GENERAL REQUIREMENTS
1. Must possess a high level of tact and integrity due to 

frequent exposure to confidential information. 
2. Must complete the Louisiana State Ethics Training annually.

EDUCATION, EXPERIENCE, AND LICENSES
1. High school diploma or GED equivalent.
2. Prior experience is a plus.
3. Experience with filing and other general office methods and 

practices is a plus. 
4. Ability to use a variety of software packages, such as 

Microsoft Word, Outlook, Excel, and PowerPoint is a plus.


