






























































TOWN OF AUBURN 
 
JOB TITLE:  Parks & Recreation Coordinator          10/9/18 
         
DEPARTMENT:  Parks & Recreation 
 
STATUS:  Part-Time, Non-Exempt                                                 
 
LABOR GRADE:   6 
 
JOB SUMMARY:   Under the supervision of the Town Administrator, provides administrative 
support to the Parks & Recreation Commission, coordinates the Parks & Recreation functions by 
planning programs, budgeting, and maintaining parks and recreational facilities records, and is 
responsible for administrating 
 the finances of Parks and Recreation. 
 
ESSENTIAL DUTIES: 
 

 Compiles and prepares the annual budget submission to Parks and Recreation 
Commission for initial approval, followed by submission to Board of Selectmen and the 
Budget Committee. 

 
 Implements and manages the approved budget for Parks and Recreation, inclusive of 

adherence to the Town of Auburn Purchasing Policy.  For this purpose, the Parks & 
Recreation Coordinator would be considered to be a department head for the approval of 
expenditures. 

 
 Assembles agendas and meeting minutes for monthly committee meetings. 
 
 Reports to committee on status of various activities in the Department. 

 
 Coordinates all work to be performed by maintenance staff including assigning work 

responsibilities, tracking status of work responsibilities and approving time sheets for 
payroll.  Manages annual performance evaluations of maintenance staff in consultation 
with the Parks & Recreation Commission Chair. 
 

 Plans and coordinates Senior Citizen trips offered through the Parks & Recreation 
Commission. 

 
 Attends Board of Selectmen and Budget Committee meetings as needed. 

 
 Works with various organizations to schedule athletic fields throughout the Town. 

 
 Receives proof of insurance and insure submission of payments to the Town. 

 
 Researches, solicits quotes, negotiates pricing and schedules vendors for various Town 

activities and Parks and Recreation projects 
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 Insures that recreational invoices are submitted to the Town for payment with appropriate 

account codes and signature. 
 

 Provides updates to the Parks and Recreation Web pages with pertinent information 
regarding athletic teams, schedules and upcoming activities. 

 
 Works with Department personnel to develop forms and reports for standard operational 

procedures. 
 

 Writes monthly article for the Auburn Village Crier. 
 

 Writes annual summary of accomplishments for the Parks and Recreation Department for 
the annual Town report.  

 
 Processes grant paperwork, does research as necessary for grant requests, follows up with 

various agencies until application determinations are made, keeps track of approved grant 
requirements, and ensures compliance with requirements to submit timely reimbursement 
requests. 
 

 Assists Town Hall staff and the public as appropriate while working at the Town Hall 
including, but not limited to, answering the telephone, responding to questions, directing 
individuals to appropriate offices, etc. 

 
 Performs other related duties as required. 

 
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED BY THE POSITION: 
 

 Knowledge of planning and budgeting. 
 
 

 Knowledge of Town and Department policies and procedures, facility and equipment 
safety regulations. 

 
 Knowledge of general computer software. 

 
 

 Skill in interpersonal relations and oral and written communication. 
 

 Ability to maintain accurate records and files. 
 

 Ability to use maintenance tools and equipment, and office equipment such as a 
computer, phone, fax, calculator and copier. 

 
 Ability to work effectively and cooperatively with Town officials, staff, other department 

heads, and the general public. 
 



 Ability to be part of a team in the delivery of services. 
 
SUPERVISORY CONTROLS:  The supervisor sets the overall objectives and resources 
available.  The employee and supervisor, in consultation, develop the deadlines, projects and 
work to be done. At this level, the employee, having developed expertise in the line of work, is 
responsible for planning and carrying out the assignment; resolving most of the conflicts which 
arise; coordinating the work with others as necessary and interpreting policy on own initiative in 
terms of established objectives.  In some assignments, the employee also determines the 
approach to be taken and the methodology to be used.  The employee keeps the supervisor 
informed of progress, potentially controversial matters, or far-reaching implications. 
Completed work is reviewed only from an overall standpoint in terms of feasibility, 
compatibility with other work, or effectiveness in meeting requirements or expected results. 
 
GUIDELINES:  Procedures for doing the work have been established and a number of specific 
guidelines are available.  The number and similarity of guidelines and work situations requires 
the employee to use judgment in locating and selecting the most appropriate guidelines, 
references and procedures for application and in making minor deviations to adapt the guidelines 
in specific cases.  At this level, the employee may also determine which of the several 
established alternatives to use.  Situations to which the existing guidelines cannot be applied or 
significant proposed deviations from the guidelines are referred to the supervisor. 
 
COMPLEXITY:  The work includes various duties involving different and unrelated processes 
and methods. The decision regarding what needs to be done depends upon the analysis of the 
subject, phase or issues involved in each assignment and the chosen course of action may have to 
be selected from many alternatives.  The work involves conditions and elements that must be 
identified and analyzed to discern interrelationships. 
 
SCOPE AND EFFECT:  The work involves treating a variety of conventional problems, 
questions or situations in conformance with established criteria.  The work product or service 
affects the design or operation of systems, programs or equipment; the adequacy of such 
activities as field investigations, testing operations or research conclusions; or the social, 
physical and economic well-being of persons. 
 
PERSONAL CONTACTS:  The personal contacts are with employees in the same agency, but 
outside the immediate organization.  People contacted generally are engaged in different 
functions, missions and kinds of work.  The contacts are with members of the general public, as 
individuals or groups, in a moderately structured setting (e.g., the contacts are generally 
established on a routine basis, usually at the employee’s work place; the exact purpose of the 
contact may be unclear at first to one or more of the parties; and one or more of the parties may 
be uninformed concerning the role and authority of other participants). 
 
PURPOSE OF CONTACTS:  The purpose is to plan, coordinate or advise on work efforts or to 
resolve operating problems by influencing or motivating individuals or groups who are working 
toward mutual goals and who have basically cooperative attitudes. 
 
PHYSICAL DEMANDS:  The work is sedentary.  Typically, the employee may sit comfortably 
to do the work.  However, there may be some walking; standing; bending; carrying of light items 



such as papers, books, small parts; driving an automobile; etc.  No special physical demands are 
required to perform the work.  
 
WORK ENVIRONMENT:  The work environment involves everyday risks or discomforts that 
require normal safety precautions typical of such places as offices, meeting and training rooms, 
libraries and residences or commercial vehicles (e.g., use of safe work practices with office 
equipment, avoidance of trips and falls, observance of fire regulations and traffic signals, etc.).  
The work area is adequately lighted, heated and ventilated.  
 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY: Lead workers at this level 
possess the authority to assign, coordinate and review the quality and quantity of the work of 
other employees.  They instruct employees in specific techniques or technical methods for 
accomplishing work assignments.  They usually perform the same type of work as the employees 
supervised, but may be responsible for performance of the more technically difficult, 
controversial or sensitive work assigned to the unit or group.  They are not normally responsible 
for counseling or disciplining employees or for performing personnel management functions 
such as evaluating performance, recommending hiring or discharge or making salary decisions, 
etc.  
 
MINIMUM QUALIFICATIONS: 
 

 Knowledge and level of competency commonly associated with a high school diploma or 
equivalent. 

 
 Sufficient experience to understand the basic principles relevant to the major duties of the 

job, or any equivalent combination of education and experience which demonstrates the 
required knowledge, skills and abilities. 

 
 Possession of, or ability to readily obtain, a valid driver’s license issued by the State of 

New Hampshire for the type of vehicle or equipment operated. 
 
















