
TITLE:  Parks and Recreation Intern 
DEPARTMENT: Parks and Recreation      
STATUS:  Non-exempt 
REPORTS TO:  Superintendent of Recreation 
REVISION DATE:  March 2023 
INTERNSHIP DATES: May-August 2023 
 
 
PURPOSE OF POSITION: 
The purpose of this position is to assist in the planning, development, marketing and implementation of a variety of 
recreation programs, with and emphasis in summer camp, while obtaining experience in recreation designed to meet 
each student’s specific goals and objectives. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other duties 
may be required and assigned. 

1. Delivers a safe and excellent customer service experience to our residents, members and patrons. 
2. Enforces and adheres to existing policies and procedures and suggests changes in current practices when 

necessary.   
3. Completes a variety of recreation special projects as assigned. 
4. Assists in the planning, development, marketing and implementation of a variety of recreation programs and 

events, not limited to summer camp, facility maintenance, sports, aquatic, and fitness programming and general 
park labor. 

5. Actively supervise participants in camp program, providing proper guidance and safety, direction, as needed, 
through interaction and instruction, including providing services for inclusion campers with a variety of 
disabilities. 

6. Actively supervise summer camp Lunch Bunch program. 
7. Assists in the planning and implementation of special events. 
8. Assists in the operations of the Shaw Park Aquatic Center and the Shaw Park Tennis Center. 
9. Performs a wide range of duties associated with the maintenance and operation of an athletic facilities. 
10. Assists in front office operations including phone work, customer service, program registration, reservations, 

photo identification, season passes and data entry. 
11. Prepares special reports, analyses, and presentations.  Create documents through operation of personal 

computer utilizing Microsoft Office, recreation software, and other computer applications. 
12. Assists in the direction, supervision, and evaluation of programs.  Distributes end of season and program surveys 

and completes assessment of summer camp program upon its completion. 
13. Assists with City and Center supervision, event and rental set-up and general routine maintenance. 
14. Assists in the evaluation of facility operations. 
15. Keeps supervisor informed of all positive and negative information regarding the physical facility, any 

maintenance or safety concerns, staff or public. 
16. Assists other divisions and departments during emergencies and is on-call to respond. 
17. Attends all staff meetings or training sessions as required. 
18. Performs other duties as assigned. 

 
MINIMUM QUALIFICATIONS: 

• High school diploma or equivalent required with substantial course work from an accredited college or 
university towards a bachelor’s degree preferably in Parks and Recreation Administration, Facility Management, 
Sport Management, and/or a closely related field. 

• The candidate must be able to work at least a 40-hour workweek for most of the summer, or as required by the 
University. 

 



• Certification in American Red Cross (preferred) CPR/AED for the Professional Rescuer and Healthcare Provider 
and First Aid required within two weeks of employment. 

• Must have a valid Driver’s license and a safe driving record. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 

1. Knowledge of modern theories, principles, and practices of recreation administration. 
2. Ability to take instruction from supervisors in planning and detail of activities and events and follow through 

with implementation and evaluation. 
3. Strong computer skills a necessity; proficient in Microsoft programs including Word, Excel and Outlook.  
4. Ability to work autonomously and be flexible with schedule based on department needs. 
5. Ability to learn advanced computer programs to include the facility’s in-house registration software. 
6. Effective oral communication and written communication skills necessary.  
7. Possess a strong customer service orientation. 
8. Be a team player. 
9. Ability to handle multiple priorities, problems and demanding situations. 
10. Ability to understand and effectively carry out verbal and written instructions. 
11. Ability to communicate effectively with other members of the staff, supervisor, and the public.  
12. Possess strong written and oral communication skills. 
13. Possess strong planning and organizational skills. 
14. Be able to look towards the future, while dealing with the demands of the present. 
15. Ability to define problems and deal with a variety of situations. 
16. Ability to think quickly, maintain self-control, and adapt to stressful situations. 
17. Ability to work accurately with attention to detail. 
18. Ability to work the allocated hours of the position. 

PHYSICAL REQUIREMENTS 

This position involves standing, walking and rigorous activity requiring the exertion of up to 25 pounds of force 
occasionally and a negligible amount of force frequently or constantly to move objects and some medium work requiring 
the exertion of up to 50 pounds of force occasionally. Physical activities include bending/stooping, pushing/pulling, 
lifting, climbing, balancing, kneeling, reaching, grasping, lifting/moving heavy objects, keyboarding, rigorous activities 
and repetitive motions.   Also includes the necessity to communicate by talking, hearing/listening;  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, visual 
inspection involving small defects and/or small parts, use of measuring devices, operation of motor vehicles or 
equipment, determining the accuracy and thoroughness of work, and observing general surroundings and activities. 
Requires alertness, precision, memory, concentration, judgement, reasoning, patience, problem solving, and 
imagination. Must be quality minded safety conscious, people and service oriented, a team player and self-starter. 
Specific vision abilities required by this job include close, distance and peripheral vision; depth perception; and the 
ability to adjust focus.  Chemicals, including general disinfectant, pool chemicals and field products, are used in this 
position. 
 
WORK ENVIRONMENT 

Works in a group setting, in generally comfortable conditions, with ability to work indoors and outdoors with possible 
long and varied hours such as days, nights, weekends and holidays. 

In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified 
individuals with disabilities and encourages both prospective and current employees to discuss potential 
accommodations with the employer. 

 


