Town of Killington Parks & Recreation
Recreation Program & Operations Coordinator

Reports to: Town of Killington Director Parks and Recreation
FLSA Status: Non-Exempt

Compensation and Benefits: This is a full-time, non-exempt hourly position eligible
for overtime in accordance with the Fair Labor Standards Act (FLSA) and Town policy.

Compensation: $19.00-$21.25 per hour, depending on qualifications and experience.

Benefits: This position is eligible for the Town of Killington's comprehensive employee
benefits package, including paid vacation, paid holidays, sick leave, health insurance,
retirement benefits, and other benefits as provided by Town personnel policies and
applicable collective agreements, if any.

Position Summary

The Recreation Program & Operations Coordinator performs professional administrative,
operational, and program coordination work in support of the Town of Killington Parks &
Recreation Department. The position serves as the primary administrator of departmental
recreation software systems, registration processes, participant records, financial
processing, communications, seasonal program preparation, and aquatics operations.

The Coordinator provides continuity of operations during the school year when the
Recreation Director is assigned to administer Killington Elementary School’s After School
Program under contract with Mountain Views School District. The position plays a critical
role in ensuring efficient departmental operations, supporting recreation programs and
youth services, coordinating summer camp preparation, and serving as Pool Director during
the summer operating season.

The position exercises independent judgment in the coordination of departmental
operations, recreation programs, youth services, aquatics administration, and customer
service under the general supervision of the Recreation Director.

Department Operations and Administration

e Serve as primary administrator of MyRec, Stack Team App and related recreation
management and communication systems.

e Manage registrations, reservations, participant records, waitlists, reports, deposits,
refunds, invoices, financial coding, and related financial documentation.

e Coordinate departmental mail, records, contracts, waivers, and administrative
documentation.



Maintain program budgets, participation records, operational statistics, revenue
reports, sponsorship records, and related program documentation.

Assist with budget tracking, revenue monitoring, sponsorship administration, and
departmental financial reporting.

Assist in preparation of Recreation Commission agendas, meeting materials, meeting
minutes, and public notices in accordance with Vermont Open Meeting Law
requirements.

Summer Camp Administration and Planning

Coordinate year-round administrative planning and preparation for municipal summer
camp programes.

Coordinate recruitment, onboarding logistics, scholarship administration, field trips,
transportation, supplies, and parent communications.

Work collaboratively with the Seasonal Camp Director to ensure successful
implementation of camp operations and programming.

Aquatics Administration and Pool Operations

Serve as Pool Director during the summer operating season.

Coordinate lifeguard recruitment, onboarding, certification tracking, scheduling, and
aquatics administration.

Supervise Head Lifeguards, lifeguards, and seasonal aquatics staff.

Coordinate pool opening and closing preparations and support aquatics programming.
Maintain required certifications associated with Pool Director responsibilities.

Recreation Programs and Community Services

Coordinate and administer recreation programs, youth sports, school break camps,
specialty camps, community events, and other departmental offerings.

Support adult recreation opportunities including leagues, open gym programs, and
other community-based activities.

Provide administrative support and coordination for the Killington Active Seniors
program, including weekly lunches, annual events, reporting requirements, and related
activities.

Recruit, screen, support, train, and coordinate volunteer coaches, instructors, and
community volunteers.

Maintain relationships with neighboring municipalities, schools, community
organizations, and partner agencies to maximize recreational opportunities and shared
programming.

Assist in the development, implementation, evaluation, and improvement of recreation
programs and services in response to community interests and needs.



Assist with seasonal recreation facility operations and support recreational amenities,
including the outdoor skating rink, as assigned.

Coordinate program logistics, facility scheduling, participant communications, roster
management, and customer service.

Monitor program participation, evaluate program performance, and recommend
improvements to services and offerings.

Promote recreation programs, events, and services through community outreach,
strategic partnerships, website content, social media, newsletters, and other
communication platforms.

Coordinate seasonal program logistics and administrative support for major
departmental events and initiatives.

Support continuity of youth services and departmental operations.

Assist with implementation and administration of departmental policies, procedures,
and risk management practices.

After School Program Support

Assist with administrative functions associated with Killington Elementary School’s
After School Program when needed.

Maintain familiarity with program procedures, participant records, attendance systems,
emergency procedures, and parent communications.

Provide backup coverage for the After School Program during periods when the
Recreation Director is unavailable.

Minimum Qualifications and Special Requirements

Education and Experience

Associate’s degree in Recreation Management, Business Administration, Education,
Public Administration, Communications, or a related field; and

Two (2) years of progressively responsible experience in recreation, youth services,
aquatics, administration, education, program coordination, or a related field;

OR

Any equivalent combination of education, training, and experience that demonstrates
the knowledge, skills, and abilities required to perform the position.

Special Requirements

Must successfully pass all required background checks.

Must possess and maintain a valid driver’s license.

Must be able to obtain a Certified Pool Operator (CPO) certification, or equivalent Pool
Operator certification recognized by the State of Vermont, within one (1) year of
employment and maintain certification thereafter.

Current Lifeguard, CPR, AED, and First Aid certifications are preferred.



e Must be willing to work evenings, weekends, holidays, and special events.

Physical Requirements

e Ability to perform work in both office and outdoor environments.

e Ability to lift and carry materials and equipment weighing up to 50 pounds.

o Ability to attend programs, events, athletic activities, aquatic facilities, and recreation
sites throughout the Town.



