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Topic: HRD Regular Board Meeting 

Time: July 12, 2022 07:00 PM Pacific Time (US and Canada) 
Location:  1851 Lexington Ave., San Mateo, CA  94402 (MPR) 

 
Board meetings are held both in-person and via Zoom. The public is encouraged to participate in whatever form they are 

most comfortable. If participating remotely via Zoom, see details below: 
 

Topic: HRD Regular Board Meeting 
Time: Jul 12, 2022 07:00 PM Pacific Time (US and Canada) 

 
Join Zoom Meeting 

https://us06web.zoom.us/j/2360984155 
 

Meeting ID: 236 098 4155 
One tap mobile 

+16699006833,,2360984155# US (San Jose) 
+16694449171,,2360984155# US 

 
Dial by your location 

        +1 669 900 6833 US (San Jose) 
        +1 669 444 9171 US 

        +1 346 248 7799 US (Houston) 
        +1 253 215 8782 US (Tacoma) 
        +1 312 626 6799 US (Chicago) 

        +1 646 931 3860 US 
        +1 929 205 6099 US (New York) 

        +1 301 715 8592 US (Washington DC) 
Meeting ID: 236 098 4155 

Find your local number: https://us06web.zoom.us/u/kdXfRCmrYk 
 

  
1. Call to Order 7:00PM 

 
2. Review and approval of the minutes for Regular Board Meeting on June 14, 2022 

 
3. Public Forum:  The public forum provides an opportunity for members of the public to speak on any item within 

the jurisdiction of the Board that is not on the agenda. Public comment is limited to (3) minutes per person. 
When an item is not listed on the agenda, State law prohibits Board discussion or action. Board Members may 
only “briefly respond” to statements made and questions posed. For example, State law allows Board Members 
to ask questions for clarification and provide a reference to staff or other resources for factual information. 
Additionally, the Board may also direct staff to report back and/or place a matter on a future agenda for 
discussion. 

 
4. Manager’s Report  

a. Administration  
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b. Programming 
 

5. Financial Report 
 

6. Old Business 
a. Discussion: Ad Hoc Budget Committee Update 

 
7. New Business 

a. Discussion/Motion:  Approval of Ad Hoc Personnel Committee recommendations for employee benefit 
and compensation for fiscal year 2022-23 

b. Discussion: General Manager Update & Board Guidance on Next Steps 
 

8. UPCOMING MEETINGS:  August 9, September 13, October 11 
 

9. Review and Payment of Bills 
a. Action: Motion to approve Expenditures 

 
10. HRD Board of Directors Announcements  

 
12.  Adjournment  

  
Public comments can be submitted to the District prior to the meeting by emailing admin@highlandsrec.ca.gov. Public 
comments will also be taken on each agenda item during the meeting.  Comments received by email prior to 3 pm on 
the day of the meeting will be forwarded to the Board prior to the meeting, made a part of the public record, and be 
available for public review at this link: https://highlandsrec.ca.gov/hrd-board-meetings.  
 
To comment orally in real time during the meeting, you may use the Zoom “raise hand” function on your computer 
screen or the *9 function on your phone. 
 
Board Meetings are accessible to people with disabilities.  Individuals who need special assistance or disability-related 
modification or accommodation (including auxiliary aids or services) to participate in this meeting; or who have a 
disability and wish to request an alternative format for the agenda, meeting notice, agenda packet or other writings that 
may be distributed at the meeting, should contact the Board Secretary at generalmanager@highlandsrec.ca.gov. 
Notification in advance of the meeting will enable the District to make reasonable arrangements to ensure accessibility 
to this meeting and the materials related to it. Public records that relate to any item on the open session agenda for a 
regular board meeting are available for public inspection.  Those records that are distributed less than 72 hours prior to 
the meeting are available for public inspection at the same time they are distributed to all members, or a majority of the 
members of the Board.  The Board has designated the office of the Highlands Recreation District, located at 1851 
Lexington Ave, for the purpose of making those public records available for inspection. The agenda, meeting notice, 
agenda packet and other writings distributed to the Board in connection with this meeting are also available for public 
review at this link: https://highlandsrec.ca.gov/hrd-board-meetings.  
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HIGHLANDS RECREATION DISTRICT 
REGULAR BOARD MEETING MINUTES (DRAFT) 

Tuesday, June 14, 2022 
Location: 1851 Lexington Ave., San Mateo, CA 94402 (MPR) 

Attendees 
Community Members wishing to attend were encouraged to teleconference into the meeting. 

Join Zoom Meeting https://zoom.us/j/2360984155 

Board Members: Staff: 
Michelle McNeil Mike Koeing 
Shirin Bakhshay  (absent) Monica Fellis 
Andrew Aquino  Dan Ryken 
Pam Merkadeau Kristen Lein 
Eric Olbekson  

1. Call to Order
The meeting was called to order at 7:01 pm by Board Member MM.

2. Review and Approval of Minutes
Board Member EO made a motion, AA second, to approve the Regular Meeting Minutes from
May 10, 2022, and the Special Board Meeting Minutes from May 16, 2022. The motion passed
unanimously.
Vote: AA - Y; SB - absent; MM - Y; PM – Y; EO –Y

3. Introduction of Guests
No guests attended.

4. Public Forum
Nothing to report.

5. Manager’s Report
a. Programming
b. Administration

6. Financial Report
a. Monthly Statement
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7. Old Business 
a. Discussion/Motion: Authorize Board President to sign letter describing terms, including 

compensation, applicable to Mike Koenig’s appointment as Interim General Manager. 
 

Board Member PM made a motion, EO second, to authorize Interim General Manager 
appointment terms. The motion passed unanimously. 
Vote: AA - Y; SB - absent; MM – Y; PM - Y; EO –Y 

 
b. Discussion: Ad Hoc Personnel Committee’s preview of recommendations for employee 

benefit and compensation for fiscal year 2022-23. An official recommendation to be shared 
at the July 12 Regular Board Meeting. 
 

8. New Business 
 

a. Discussion/Motion: Award a contract to G&G Builders, Inc. for the construction of the 
HRD Playground and Sports Court Renovation Project, authorize a 10% contingency and 
increased project budget, which add alternate items to include in the award, and 
provide direction to staff regarding possible re-bid of other add alternate items. 
 
Board Member AA made a motion, EO second, to award contract to G&G Builders, Inc 
for the construction of the HRD Playground and Sports Court Renovation Project, option 
3 and all add alt items approved, with the modification of building in a regular water 
fountain. There will be no plan for another re-bid. The motion passed unanimously. 
Vote: AA - Y; SB - absent; MM – Y; PM - Y; EO –Y 
 

b. Discussion/Motion: Resolution calling for Elections on November 8, 2022. 
 
Board Member EO made a motion, PM second, to pass resolution calling for Elections on 
November 8, 2022. The motion passed unanimously. 
Vote: AA - Y; SB - absent; MM – Y; PM - Y; EO –Y 
 

c. Discussion: Ad Hoc Budget Committee Update 
 

9. UPCOMING MEETINGS: July 12, August 9, September 13 
 

10. Review and Payment of Bills 
a. Action: Motion to approve Expenditures 

 
Board Member PM made a motion, EO second, to pay the bills. The motion passed 
unanimously. 
Vote: AA - Y; SB - absent; MM – Y; PM - Y; EO –Y 

 
11.  HRD Board of Directors Announcements 

Nothing to report. 
 

12. Adjournment  
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a. Board Member EO made a motion, AA second, to adjourn the meeting. The motion 
passed unanimously. 
 
Vote: AA - Y; SB - absent; MM - Y; PM – Y; EO- Y 

 
The Meeting adjourned at 7:53 p.m. 
 
 
Respectfully Submitted, 
 
Monica Fellis 
Board Secretary 
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                               MEMORANDUM 

Date: July 12, 2022 

To: HRD Board of Directors 

From: Mike Koenig, Interim General Manager 

Re: General Manager’s Report Update 

 

 
HRD Facilities and Grounds 

• The Maintenance Manager is working on creating a fire break around the facility.  To date, brush 
has been cleared around the EEC building, the open space side of the playground, and the hill 
above the tennis courts. The next area to address will be the perimeter of the pool.  

• Staff are currently soliciting bids for the leaky water valve by the pool entrance. At this point, 
staff have two bids and are waiting on a third.  

• Repair to one of the District vehicles has begun. Staff dropped off the van on July 7 for repairs. 
The estimated time of repair is two weeks.  

 
HRD Playground & Sports Court Renovation Project Update 
The District sent a notice of award to G&G Builders for $197,433 (Base Bid) plus $67,788 (Add Alt 1, 
sports court lighting. Staff will work with contractor on a change order to lower the cost or downgrade 
Add Alt 8, playground drinking fountain.  On June 27, the District received the signed contract and 
insurance. G&G Builders is currently working on a schedule which will include all equipment and lead 
times with a tentative start date between September 15 – October 1.  
 
Pickleball Update 
Several community members have expressed the difficulty in reserving space on court #1 as demand for 
pickleball increases. Starting July 9, staff will reserve court #1 for “pickleball only” on Saturday’s from 
2pm-7pm and Sunday’s from 7am-7pm. Staff will monitor the usage of these blackout times to 
determine whether additional action should be taken in the future.  
 
 PG&E Temporary Outdoor PSPS Community Resource Center Update 
PG&E reached out to gauge interest in setting up an agreement to utilize the parking lot during large 
scale Public Safety Power Shutoffs (PSPS) lasting 2-10 days. If the outage affects enough homes, PG&E 
will mobilize a community resource center, which is a temporary place for community members to 
charge their medical devices, phones, laptops, pick up light refreshments, and get more information 
about when the power will be turned back on. PG&E would provide full insurance, staffing, restrooms, 
24-hour security, and compensate the District at $200/day for use of the facility. This is an opportunity 
to get this service at no cost to the District. Smaller scale planned outages would be covered by the 
Highlands Community Emergency Response Team (CERT).  
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ASP Update  

• For June, the program has been watching the budget closely to ensure budget number is not 
exceeded. The program has ongoing purchases of summer supplies as well as supply preparation 
for the Fall.  

• Summer Camp began on 6/20 and ends 8/5. At the time of this report enrollment is at 55% of 
capacity per week. For comparison, summer 2021 was at 51% capacity at this time.  

• This month the program will begin the onboarding process for all new and returning families. 
This includes Fall confirmation of attendance, emergency paperwork, auto deductions, and the 
filling of any remaining program spaces.  

• Two ASP staff graciously volunteered for the dunk tank on July 4. Summer Camp kids were 
excited to hear of this news.  

 
 
Seasonal Programs and Rentals Update 
 
Events 

• Food truck and family swim night June 24. This event featured a food truck called Grillzillas. The 
event served an estimated 120 people although the weather wasn’t the best.  

• Food truck and family swim night July 15. This event will feature two food trucks called Waffle 
Roost and Cielito Lindo serving up chicken & waffles and Mexican food. David Landon will be 
playing blues and feel-good music. 

• Food truck and family swim night August 19. This event will feature three food trucks called 
Cousins Maine Lobster, Los Kuyas, and Smash’d Burgers serving up lobster, Mexican/Filipino 
fusion, and tasty burgers. Exit 11 will be performing a mix of pop/rock.  

 
Rentals 
Private rentals in July have jumped since last month. Staff are using this opportunity to train interested 
Rec leaders to be building attendants. Overall, rentals did well ending at 114% of budget. 
 
Classes 

• Adult open gym basketball will continue through early August. Staff are looking into the 
possibility of offering it in the Fall if attendance remains steady. 

• Fall registration begins July 11 for residents and July 18 for non-residents. New classes include 
Balloon Twisting, Face painting, Tot Flag Football, Let’s Get Crafting, Adult Calligraphy, and 
Basketball Training for 8-14 year old’s. Staff are currently exploring more adult and teen 
offerings as well as sports leagues.   
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                               MEMORANDUM 

Date: July 12, 2022   

To: Mike Koenig, General Manager 

From: Monica Fellis, Administrative Supervisor 

Re:  Administration Report  

 

CURRENT UPDATES 

• The Admin team has submitted paperwork for the 2022 Board of Directors elections to take 
place on November 8, 2022, and will keep in touch with the County’s Election Office. 

• The Admin team continues to provide support to departments with budget analysis and updates 
in preparation for fiscal year 2022-23 budget process. 

• Admin staff continues to prepare for the first meeting with the Ad Hoc Employee Handbook 
committee to review proposed changes to the current Employee Handbook. 

• The Admin team is providing support to all departments for EEC teacher recruitments and 
aquatics summer recruitment.  

RISKS/OPPORTUNITIES 

• The District has continued to conduct recruitment efforts to fill our Infant Teacher position in 
the EEC. 

• The District has seen a great turnout in aquatics summer recruitment. 

FISCAL IMPACTS 

• Awaiting approval of FY 21-22 budget 
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                               MEMORANDUM 

Date:  July 12, 2022 

To:  Mike Koenig, Interim General Manager 

From:  Kristen Lein, Early Education Director 

Re:  Early Education Center Program Update 

 

 

CURRENT PROGRAM UPDATES 
 

• The EEC teachers completed parent teacher conferences for the Monkey room children and are 
beginning to prepare the remainder of the Chameleon and Tiger students. These will begin in 
mid-July.  

• The EEC has made masks optional outside as of July 1st.  
• Many of the EEC children have begun receiving their first rounds of the vaccine. This will help 

alleviate the need for children to quarantine if an exposure occurs in the classrooms.  
• New children have begun in all classrooms and children are adjusting well. 
• The EEC is still recruiting for a Monkey room teacher. Until the position is filled, the Assistant 

Director and Director will fill in as needed. 
 
 
FISCAL IMPACTS 

• The EEC program revenue has exceeded budget projections.  
• Net income is tracking higher than projected because of lower EEC wages due to maternity 

leaves.  
 
RISKS/OPPORTUNITIES 

• The EEC is seeing an uptick in Covid cases with children and staff.  The program had one 5-day 
closure (mid-June) due to an exposure in the classroom. Staff has communicated to families that 
there is potential for more classroom closures, and that sick policies will be strictly followed in 
order to reduce potential exposures. Quarantines will remain in effect for classroom and 
individual exposures for unvaccinated children, given that this population is more vulnerable to 
spread and severe symptoms. 

 
UPCOMING EVENTS 

• Parent teacher conferences July 18th-29th.     
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                               MEMORANDUM 

Date: July 12, 2022 

To: Mike Koenig, Interim General Manager 

From:  Daniel Ryken, Aquatics Supervisor 

Re:  Aquatics Program Update 

 

 

Program FY Year End Results 

1. Lap Swim and Recreational Swimming 
• Lap Swim and Recreational Swim programs, which include Membership and Punch 

Card programs, produced $120,842 in revenue. The program was budgeted for 
$96,000 in revenue. Continued success with Punch cards and a warmer spring 
helped bring in more revenue than projected.  

2. Swim Lessons 
• Private Swim lessons, Group Swim Lessons, and Lifeguarding Classes produced 

$185,231 in revenue, as well as $22,000 in refunded revenue from cancelled and 
postponed classes. This means the program overall produced $207,000 in revenue. 
This is significantly more than projected. The main reason for this increase is the 
hiring of Hailey Fuller to teach private lessons outside of our scheduled lessons. The 
District has discovered that this is a need in the community and has increased our 
annual revenue.  

3. Swim Team 
• Swim Team produced $136,041 in revenue which is just slightly higher than 

projected. The goal for 2023 is to manage costs better and make sure the District 
accounts for collected fees, outside of membership fees.  

 
4. Rentals 

• Pool rentals have produced $25,622 in revenue, which is slightly above what was 
projected. This includes, Scuba Fusion Classes, SF Merionettes practice space, Pool 
Rentals, and Pool parties. The District has seen a definite rise in pool party requests 
over last summer and expects that to continue in 2023.   

  

Fiscal Impacts 
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• Total revenue for Aquatics For the year is $445,566. This represents %111 of projected 
revenue for the year. All programs met or exceeded projected revenues.  

• Total expenses for the year are $501,039 which is %115 of projected expenses. 
Increases in chemical costs and utilities, as well as an unexpected circulation pump 
replacement are the main reasons for this difference.  

• Total expenses from Pool Wages is $219,360. This %114 of projected wages. While this 
is significantly higher than projections, it closely tracks with the increase in revenue. This 
is due to increased swim lesson offerings and increased rental needs.  

Risks/Opportunities. 

• The biggest challenge for the upcoming year is to make sure to keep recruiting and 
hiring staff to meet scheduling needs. Hopefully this can reduce the amount of major 
schedule changes due to lack of staffing.  

 

Upcoming Events 
  

Fall registration- July 11th and July 18th 

End of Summer Programming- August 12th 
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                               MEMORANDUM 

Date: July 7, 2022 

To: Personnel Committee 

From: Mike Koenig, Interim General Manager 

Re: Wage proposal and one-time pay 

 

 
 
Bookkeeper 
Staff propose increasing the Bookkeeper’s annual salary 6.8% to $90,000 and increasing the range to $68,179-97,279. 
The bookkeeper role is critical for maintaining the District’s operations and fiscal management.  Staff recommends that 
the board votes to adopt the adjusted salary range. 
 
Administrative Assistant 
Staff propose Increasing the Administrative Assistant hourly wage to $24.04/hour.  This represents a roughly 10% from 
the Admin Assistants current pay rate.  The adjustment is to compensate for additional duties that the Administrative 
Assistant has taken on.  These changes are outlined in the attached job description.  Staff recommends that the Board 
votes to adopt the updated job description. 
 

Recreation Coordinator 

Staff propose increasing the salary range for the Recreation Coordinator to $54,000-67,000.  The current range is 
$49,920-65,000.  The adjustment is to compensate for additional duties that the Recreation Coordinator has taken on.  
These changes are outlined in the attached job description.  Staff recommends that the Board votes to adopt the 
updated job description and salary range. 

 
Benefit Adjustments 
Staff recommend that the District increase vacation accrual rates to a minimum of 80 hours or 10 days for all full time 
employees starting after 2 months of service, and after the employee completes 3 years of service the annual vacation 
accrual increase to 96 hours or 12 days until the employee reaches 5 years when the accrual rates for all employees of 
the District are similar.  Additionally, staff recommends that vacation accrual be capped at 1.25 times the employee’s 
annual accrual rate.  This adjustment is to account for the increased vacation liability that the district will incur.   
 
Staff propose the District provide (1) additional paid holiday per year for a total of 14 paid holidays, 12 observed and 2 
floating holidays that are not tied to anything so the employee can use as they wish during the year. 
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                                                       VACATION ACCRUAL   

 Vacation will not accrue if the employee’s vacation balance exceeds 1.25 times annual accrual rate   

RE   
RNE-I &II     
Accrual is pro-rated at 75% if 
only 30 hours worked 

< 2 months: <2 months no accrual Hours Per 12 Months Accrual Rate PP Cap 
Accrual Annual 

 2 months to end of Year 1 10 days per 12-month period 80 3.03 100 

End of year 3 to end of year 5 Year 2 to end of Year 4 after 
accrual begins 12 days 12-month period 92 3.54 115 

Year 5 to end of Year 9 Year 5 to end of Year 9 after 
accrual begins 15 days 12-month period 120 4.62 180 

Year 10 Year 10 after accrual begins 20 days 12-month period 160 6.15 200 

11 Years 10+ years after accrual begins 

20+ 1 day per year for every year 
thereafter, to a maximum of 25 days per 
year. Employee May choose to buy back 5 
days of vacation and receive a payout. If 
chosen, accrual rate will remain at 6.46 

168 6.46 210 

12 Years 10+ years after accrual begins 20+ 2 day 176 6.76 220 

13 Years 
10+ years after accrual begins 20+ 3 day 184 7.07 230 

14 Years 
10+ years after accrual begins 20+ 4 day 192 7.38 240 

15 Years 
10+ years after accrual begins 20+ 5 day 200 7.69 250 

 
Please see current & proposed ranges below.  The numbers in red are the requested changes from our last meeting.   
The proposed numbers represent a short-term solution to get all staff the 6.5% increase and stay within range until FY 
2023-2024 when the board re-evaluates again.  Hopefully this is the information you need to make your 
recommendation.  
 

Class Position Annual/Hourly Range FY 2021-2022 Proposed Range FY 2022-2023 

RE General Manager Annual Base 145,000-165,000 145,000-165,000 

RE 
School-Age 
Director 

Annual Base 
68,179 - 97,279  68,179 - 97,279 

RE 
Early Education 
Director 

Annual Base 
68,179 - 97,279  68,179 - 97,279 

RE Aquatics Director Annual Base 68,179 - 97,279  68,179 - 97,279 

RE 
Recreation/Rental 
Director 

Annual Base 
68,179 - 97,279  68,179 - 97,279 

RE 
Administrative 
Supervisor 

Annual Base 
68,179 - 97,279  68,179 - 97,279 

RE ASP Coordinator  Annual Base 24.00 – 30.00  27.00 – 33.50   54,000 - 67,000 

RNE-I 
Recreation 
Coordinator 

Hourly Base 
24.00 - 30.00  24.00 – 31.25   49,920 - 65,000 
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RNE-I 
Aquatics 
Coordinator 

Hourly Base 
24.00 - 30.00  24.00 – 30.00   49,920 – 62,400 

RNE-I 
EEC Assistant 
Director 

Hourly Base 
25.00 - 30.00  25.00 – 30.00   52,000 – 62,400 

RNE-I 
Maintenance 
Manager 

Hourly Base 
20.00 - 30.00  20.00 – 31.25  41,600 - 65,000 

RNE-I Bookkeeper  Hourly Base 32.00 - 42.00  32.00 – 43.30   66,560 – 90,064 
RNE-I Admin II Hourly Base 20.00 - 25.00  20.00 – 25.00   41,600 – 52,000 

RNE-II 

EEC Head 
Teacher, Teacher, 
Floater  

Hourly Base 22.00 - 29.00  23.00 – 30.30   47,840 – 63,024 

 
Attachments 

a. Administrative Assistant Job Description 
b. Recreation Coordinator Job Description 
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HIGHLANDS RECREATION DISTRICT • JOB DESCRIPTION 
 

ADOPTED BY THE GENERAL 
MANAGER 

June 
2022 

JOB TITLE 
ADMINISTRATIVE ASSISTANT 

NON-EXEMPT 
 

 
Definition 
Under the direct supervision of the Administrative Supervisor, the Administrative Assistant is responsible for daily 
customer service operations and a variety of office duties.   
 
Distinguishing Characteristics 
Personnel assigned to this position must be experienced in customer service & have a strong background in public 
relations along with the ability to be a team player.  
 
Typical Duties 

• Assists the District management staff by answering phones, taking messages, routing calls, and responding to 
client questions with quality customer service 

• Organize, inventory and order office supplies on a monthly basis 
• Accept and process registrations for all classes offered 
• Produce daily batch reports in registration database to assist Bookkeeper with deposits   
• Creates daily deposit summary used as secondary check of park & rec fees in profit/loss report.       
• Notifies District Bookkeeper of any customer refund checks to be made 
• Create registrations for monthly ACH payments and input in Quick books  
• Knowledgeable in answering any questions regarding Recreation Center classes and programs 
• Flexibility and ability to take on added responsibilities in order to aid other staff members 
• Maintain a current knowledge of all aspects of Recreation Center operation 
• Update office bulletin board & activity binders 
• Redesign/update documents and flyers 
• Organize and update roster of members 
• Manages the maintenance of office equipment  
• Assist in the development and creating of surveys to distribute to the community. 
• Update the facility rental calendar, mail rental forms, show prospective clients the facilities & review District 

policies with them 
 
Essential Knowledge & Abilities 

• Working knowledge of PC’s, Mac’s, Windows XP or higher.  
• Knowledge of Microsoft Word 97 or higher, Excel, Access, and Illustrator.  
• Experience developing flyers and/or bulletins is desirable.  
• Experience with customer contact and public relations are necessary.  
• Experience working with of copiers, Credit Card machines, telephone/fax machines and general office 

equipment. 
• Handle multiple tasks while handling busy phone lines and requests 
• Deal with conflicts or complaints in a positive, non-threatening way. 
• Provide community assistance as needed. 
• Take initiative in performing tasks.  
• Work unsupervised. 

Qualifications: 
• Two or more years of secretarial experience are needed.   
• Experience in Small Business or Professional Office. 
• High School diploma or equivalent GED; or work in progress towards a High School diploma. 

 
Additional Requirement: 

• Possession of a valid Class C California Driver’s License. 
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• It may be necessary to perform other duties as assigned. 
 
Physical Demands 
Ability to stand, walk, sit, stoop, kneel or crouch. Ability to climb, push, and pull and lift and carry objects up to 20 
pounds. Maintain the following physical abilities: see well enough to read instructions, read fine print, view computer 
screen, operate vehicles and equipment; hear well enough to converse on the telephone and in person assisting 
customers and program participants; bodily mobility to lift and maneuver program supplies and equipment; use of 
hands and fingers for use of computer keyboard, copy machine, writing and answering telephones. 
 
Acknowledgement and Receipt 
 
I acknowledge that I have received, read, and sought clarification of any questions I have about the contents of this job 
description. 
 
 
 
____________________________                ________        ____________________________ 

 Employee Signature    Date                            Print Name 
 

 
____________________________                 ________          ____________________________ 

 Supervisor Signature                  Date                           Print Name 
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 HIGHLANDS RECREATION DISTRICT • JOB DESCRIPTION 
 

ADOPTED BY THE GENERAL 
MANAGER 

June  
2022 

JOB TITLE 
RECRATION COORDINATOR 

NON-EXEMPT 
 

Definition 
Responsible for planning, coordinating, and implementing recreation programs for the Highlands Community. A portion 
of these programs involves the supervision and/or facilitation of curriculum activities to provide positive learning 
experiences for participants enrolled in the After School and Camp programs. This position reports to the School Age 
Director and supervises recreation staff members and volunteers as assigned. 
 
Essential Functions (include but are not limited to the following): 

• Develop, organize, and evaluate recreation or leisure activities that respond to particular recreation needs of 
various ages groups, including the After-School Program and Seasonal Camps. 

• Plan, organize and coordinate all seasonal programs, classes, and special events 
• Plan and implement all Recreation Center Special Events 
• Act as contact person between the Recreation Center and the program instructors 
• Oversee programs and ensures a quality environment for instructors and participants 
• Plan and implement all Recreation Center sports leagues contractors and equipment purchases 
• Create and produce professional brochures and flyers, including the seasonal Activity Guide 
• Prepare schedules and reports and monitor program budgets 
• Conduct daily office administration duties and customer service tasks, including registrations, answering 

phones, taking messages for office staff members 
• Oversee the facility rentals process, updating the calendar, emailing rental forms, showing prospective clients 

the facilities, and reviewing Recreation District policies 
• Be knowledgeable in answering all Recreation Center related questions regarding Activities, and maintain 

current knowledge of all Recreation Center operations 
• Update District websites and social media platforms 
• Assist with Highlands Senior Network scheduled meetings and events 
• Interview and select part time staff and contract employees for duty in a variety of recreation programs and 

activities. 
• Train and supervise workers, and volunteers assigned to office duties and special events 
• Oversee Lunchtime Enrichment Program, coordinate with the Highlands Elementary School PT 
• Prepare and submit accurate and timely reports and correspondence as required. 
• Maintain effective community relations.  
• Order supplies and equipment and coordinate deliveries. 
• Schedule facilities to coordinate program activities and promote good inter-group relations. 
• Open and secure facilities as needed. 
• Serve as liaison to community groups and organizations, neighborhood, parents, and school officials regarding 

recreation activities. 
 

Essential Knowledge & Abilities (include but are not limited to the following): 
• Knowledge of philosophy, methods, and techniques used in planning and leading recreation programs. 
• Knowledge of general office procedures, and computer skills such as familiarity with Word, Excel, Adobe, and 

PowerPoint. 
• Ability to understand Recreation and Child Developmental needs of school-age children. 
• Ability to plan, organize, and lead activities effectively. 
• Ability to prepare reports, and other written materials based on oral and written information. 
• Ability to keep current of changing needs within recreation and community. Remain flexible in ensuring 

necessary modifications are made. 
• Must be flexible and able to maintain a positive and supportive working relationship with staff, parents, 

volunteers, and children. 
• Must have strong communication skills. 
• Ability to instill trust and respect from staff, children, and parents. 
• Knowledge of recreation and physical education activities which includes, but is not limited to, indoor and 27 of 28



outdoor sport activities, nature, art, dance, and drama.   
 

Qualifications 
• Bachelor’s degree in recreation or another related field. 
• One year of responsible experience in the delivery of recreation and community service programs. 
• One years of experience working with youth. 

 
Additional Requirements 

• Must possess and maintain a valid CA Driver’s license. 
• Successfully pass a physical exam. 
• Receive Department of Justice fingerprint clearance. 
• Possess and maintain certification in infant and child CPR (within 6 months of hire). 

 
Physical Demands 
Visual and auditory ability to observe and respond to critical incidents and the physical ability to act swiftly in an 
emergency situation. Ability to lead and interact in group activities and perform related physical skills and the ability to 
stand, walk, sit, stoop, kneel or crouch. Ability to climb, push, and pull and lift and carry objects up to 20 pounds. 
 
Additional Information: 

• It may be necessary to perform other duties as assigned. 
• This position is considered to have a supervisory or disciplinary relationship over minors. 
• This job description is not intended to be all inclusive. It is understood that the employee will perform other 

duties if requested by the Child Care Director. Job descriptions are reviewed periodically and may be revised if 
deemed necessary. This job description is not a written or implied contract. 
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