
 
 

PROSPECT RECREATION & PARK DISTRICT 
 

JOB TITLE: DISTRICT MANAGER  
SALARY RANGE: $85,000-$115,000 annually 

Exempt Position 
 
GENERAL STATEMENT OF JOB 
 
Under limited supervision, serves as the Executive Director overseeing and 
coordinating administrative and supervisory duties in the management and direction 
of day-to-day operations of the Prospect Recreation & Park District.  Responsibilities 
include oversights of the maintenance, improvement and scheduling of parks, 
facilities and programs within the District.  Responsible for preparing, formulating and 
monitoring the annual budget and expenditures, hiring and supervising employees, 
evaluating personnel matters, preparing and initiating purchases required keeping the 
District operational.  Additional duties include implementing of community and 
volunteer programs, coordinating administrative functions, preparing, submitting and 
representing successful grant proposals and alternate funding for District projects and 
services, procuring both estimates and bids for projects, subject to Board approval 
and overseeing projects.  Reports to the Prospect Recreation & Park District Board of 
Directors. 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 
ESSENTIAL JOB FUNCTIONS 
 
Ensures adherence to established policies, procedures and standards; assists and 
advises subordinates, as necessary, resolving problems as non-routine situations arise. 
 
Administers routine personnel matters affecting subordinates, including assigning, 
scheduling, granting leave, appraising and disciplining, recommending promotion, 
selection, discharge, salary reviews, etc., and submits such records and reports as 
required. 
 
Manages, directs and meets regularly with the Grounds Staff to assess progress as they 
coordinate the maintenance and inspection of parks, facilities, office/shop 
complexes, maintenance equipment, vehicles, grounds, athletic fields, ball fields, 
playgrounds, picnic shelters, restrooms, parking lots, horse arenas and trails and 
coordination of work programs and schedules with personnel to ensure proper 
conditions for public use and safety. 



 
Prepares, formulates and monitors annual district budget including revenues, 
operating expenses and capital park improvement projects; formulates in conjunction 
with the Board and the five year financial plan relating to district operations and 
budget; resolves discrepancies in books and purchases; prepares and initiates 
purchases and reviews and, along with Board Treasurer and/or Board Chairman, 
approves payment of billing invoices and contracts regarding purchases and capital 
projects. 
 
Takes direction from the District’s Board of Directors regarding projects and issues of 
community concern; attends monthly board meetings and special community 
meetings, as required; makes presentations, prepares and delivers informed 
presentations with poise and self-confidence; uses concise and clear language; 
displays strength in all phases of negotiation; effectively anticipates and responds to 
questions; represents the position of the District at all times; ensures that projects 
that are to be developed and implemented are approved by all the Board, dresses in 
business attire for special presentations and community meetings.  
 
Manages and approves schedules, permits and fees for rental use by public for park 
areas and facilities; coordinates and schedules organized sports programs for youth 
and adult teams and leagues to ensure efficient use of athletic fields; directs district-
sponsored recreation programs, activity schedules and personnel, utilizing instructors 
and programs leaders; manages and participates in designing, printing and distribution 
of brochures and newsletters as approved by Board. 
 
Formulates, processes and reviews customer requests.  Evaluates customer 
satisfaction and prepares performance measure indicators reflecting service levels. 
 
Consults with other agencies’ departments and personnel, associations and 
organizations, special interest groups and general public regarding projects and issues 
of mutual concern. 
 
Participates actively in professional park and recreation associations and assumes a 
leadership role as appropriate. 
 
Prepares specifications for capital improvements in parks and for special purchases; 
and prepares grant proposals for land acquisition or development. 
 
ADDITIONAL JOB FUNCTIONS 
 
Develop and implement community volunteer program. 
 
Implement departmental cross training. 
 
Performs other related work as required. 
 
MINIMUM TRAINING AND EXPERIENCE 
 



Bachelor’s degree in parks and recreation administration, business management or 
related degree and a 3-5 years of natural resource, recreation or park operations 
experience; or any equivalent combination of training and experience which provides 
the required knowledge, skills and abilities. 
 
 
 
SPECIAL REQUIREMENTS 
 
Must possess CPR/First Aid certification (or obtain certification within 6 months of 
hire) and a valid Colorado Driver’s License.  May be required to work weekends, 
nights and holidays. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 
 

 Thorough knowledge of park service practices, policies and procedures, 
including park and facilities maintenance, turf management, recreation, etc. 

 

 Thorough knowledge of the occupational hazards and safety precautions of the 
work, including building maintenance, park projects, equipment operation, 
etc. 

 

 Thorough knowledge of the practice and objectives of project management, 
budgeting, park improvement and expansion, and total quality management. 

 

 Thorough knowledge of processing procedures. 
 

 Thorough knowledge of the principles of supervision, organization, and 
administration. 

 

 Knowledgeable in the operations of common office equipment including 
computerized data entry equipment and various word processing, spreadsheet 
and file maintenance programs. 

 

 Ability to establish and maintain a variety of complex computerized and 
tangible files. 

 

 Ability to compile and analyze statistical data and prepare routine reports 
from the data including graphs, charts, and other visual means to convey 
concisely key findings. 

 

 Ability to prepare annual budget requests. 
 

 Ability to work in an advising and consulting capacity with citizens and public 
officials at various levels of authority and influence. 

 

 Ability to plan and direct the work of the staff engaged in carrying out 
generalized and specialized technical services functions. 



 

  Ability to supervise employees in using specialized procedures and methods. 
 

 Ability to follow established procedures and to perform work requiring 
considerable detail. 

 

 Ability to exercise tact and discretion in handling of sensitive and confidential 
information for all district business, internal or external. 

 

 Ability to express effectively ideas orally or in writing. 
 

 Ability to plan, direct and supervise effectively the work of subordinate 
employees and volunteers and delegate authority as appropriate. 

 

 Ability to exercise tact, courtesy and firmness in frequent contact with the 
staff and the general public. 

 

 Ability to establish and maintain effective working relationships with 
appropriate persons, agencies, and organizations, as necessitated by work 
assignments. 

 
 
 
 

 
 
 
 
 
  


