Rifle Parks & Recreation Advisory Board
Agenda
January 9, 2006
5:30 PM
Rifle City Hall
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Call to Order
Minutes of December 12th Meeting
Comments from Public
Secretary
Playgrounds/Picnic Shelters
GOCO Grant
Park signage
Pool Evaluation
Newspaper Ad
Scoreboard sponsorship
Recreation Coordinator – Aquatics
Scholarships
Action Park Update
Public Officials’ Liability Workshop – 1/11/06
Other
Adjourn

PARK AND RECREATION ADVISORY BOARD MINUTES #4, 2005
MONDAY, DECEMBER 12, 2005
RIFLE CITY HALL, CONFERENCE ROOM
CALL TO ORDER
Chairman Carter called the meeting to order at 6:06 p.m.
Members present on roll call: Steve Carter, Kelly Bina, Betsy Rice, Rich Carter, Mildred
Whitt, Ed Weiss, and Mark Lapka.
In addition to Advisory Board members, the following individuals were present: Tom
Whitmore, Parks Director; Andrea Madden, Secretary; Keith Lambert, Mayor.
APPROVAL OF MINUTES OF NOVEMBER 28, 2005 MEETING
Mark Lapka moved to approve the Minutes of the November 28, 2005 meeting as
presented; seconded by Rich Carter.
ROLL CALL: Bina, R. Carter, Whitt, Lapka, S. Carter
Abstain:
Weiss, Rice
COMMENTS FROM PUBLIC
Mayor Keith Lambert thanked the Parks and Recreation Advisory Board for meeting with
the City Council on November 30th to discuss the direction and philosophy of the Board.
In addition, the Parks and Recreation budget was reviewed. Chairman Carter and other
members of the Board that attended the November 30th meeting discussed their views
regarding the joint workshop.
DISCUSSION OF BUDGET
Tom Whitmore opened the discussion with options the Board had in regard to making
decisions regarding the 2006 budget. Chairman Carter explained that some decisions
could be deferred until a later date, but the Parks and Recreation departments needed to
have some decisions made regarding the hiring of new employees before January 2006.
Tom Whitmore reviewed the staffing needs of the departments and cost estimates
associated with those positions. Mayor Lambert stated that City Council approved the
creation of a full-time position for the Parks Department to replace the current seasonal
temporary position.
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John Hier, City Manager, arrived at 6:30 p.m.
Rich Carter moved to recommend that City Council convert the current seasonal
temporary position in the Parks Department to a full-time position beginning January 1st;
seconded by Mark Lapka.
ROLL CALL: Bina, R. Carter, Whitt, Lapka, Weiss, Rice, S. Carter
Chairman Carter explained that his immediate concerns included the pool evaluation,
uniform signage, and the upgrades of existing parks. Rich Carter expressed his belief that
the pool evaluation should be performed by structural engineers who are independent and
not interested in selling their products and future services. Rich Carter explained that a
firm from Utah could perform such an evaluation that would address structural issues and
safety concerns.
Betsy Rice moved to recommend that City Council direct staff to take the appropriate
steps to enter into a contract with a professional firm to perform an evaluation of the
pool, an estimate of those services is $7,000; seconded by Rich Carter.
ROLL CALL: Bina, R. Carter, Whitt, Lapka, Weiss, Rice, S. Carter
Tom Whitmore discussed the options available for uniform park signage. Rich Carter
expressed his thoughts regarding the signage at different parks, and discussed the
possibility that different parks may require different signage. Ed Weiss stated that
signage is one of the most visible and economical choices the Board can make at this
point in time.
Rich Carter moved to request that staff produce a report prior to the next meeting
outlining signage options and costs; seconded by Kelly Bina.
ROLL CALL: Bina, R. Carter, Whitt, Lapka, Weiss, Rice, S. Carter
Members of the Board next discussed possible donations to CMC in order to support the
operation of the Traveler. In addition, the Board discussed the placement of playground
equipment and park shelters at Heinze, Davidson, and Deerfield Park.
Mark Lapka moved to request that staff present options, plans, and costs regarding
shelters and playground equipment at Heinze, Davidson, and Deerfield Parks; seconded
by Ed Weiss.
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ROLL CALL: Bina, R. Carter, Whitt, Lapka, Weiss, Rice, S. Carter
Chairman Carter suggested that the Board consider the possibility of installing security
cameras at the various parks to monitor vandalism and other activities.
John Hier also stated that he felt strongly that restroom facilities should be improved.
While restrooms are not cheap, there are many options available.
It was agreed that Aleks Briedis and Marie George could speak at a later date regarding
the senior citizen programs.
Mildred Whitt moved to adjourn the meeting; seconded by Mark Lapka.
ROLL CALL: Bina, R. Carter, Whitt, Lapka, Weiss, Rice, S. Carter

Chairman Carter adjourned the meeting at 7:38 p.m.

Andrea Madden
Secretary

Stephen Carter
Chairman
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“Enhancing the quality of life for Rifle residents through positive recreational activities”.

Date:
To:
From:
RE:

January 5, 2006
PRAB
Aleks Briedis, Recreation Director
January 9th Meeting

Below is a brief overview for the January 9th meeting.
Secretary
Andrea Madden will not be able to be our secretary from January through May due to a
conflict with here night schedule. We would like to discuss options with the board.
Playgrounds/Picnic Shelters
We are organizing our information to prepare a Request for Proposals. Our initial
thoughts are in the packet.
GOCO Grant
We just received a flier from GOCO stating that the next cycles applications are due
March 3, 2006. We would like to discuss if we would like to submit an application and if
so, what project. An overview of the Local Government Grants is in your packet.
Park Signage
We have started researching park signage that we will share with you at the meeting. We
have included drawings and price quote from Materials, Inc.
Pool Evaluation
We are currently working on getting quotes. It seems we will not have to go through the
formal bid process, but we will have to do an informal evaluation.
Newspaper Ad
We would still like to run the weekly advertisement in the Citizen Telegram to advertise
our programs, accomplishments and available positions. We are waiting for 2006 rates
and will have them available at the meeting.
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RE:

January 9th Meeting
Page 2

Scoreboard Sponsorship
The new scoreboard at the new Cooper Field was funded by Alpine Bank with their logo
and name above the scoreboard. We would like to propose getting scoreboards on our
other softball fields through sponsorships. We will have more information at the
meeting.
Recreation Coordinator – Aquatics
Separate memo included in packet.
Scholarships
In previous years, Rifle Recreation has given scholarships to participants who can not
afford our programs. These funds came from a scholarship fund formed in the mid1990s. This fund has since been depleted.
We had used the schools reduced lunch fee schedule on which to base our scholarship
amount. Participants would receive a 50% or 75% discount. In 2005, we gave out $1084
in scholarship funds.
After speaking with the Finance Director, there is not a need to set up a separate
scholarship account, since the monies would come from the same funds. She
recommended tracking the amount of scholarships we distribute, which is already being
done.
Staff would like to formalize our scholarship policies. We would like to discuss your
thoughts at the January 9th meeting and come back with an official policy at the January
23rd meeting.
Action Park Update
We hope to have a contract sent out soon. More to come at the meeting.
Public Officials’ Liability Workshop
You should have received an invitation in the mail. I’ve also included a copy in the
packet.
Should you have any questions or concerns, please contact me.
Thanks.
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Playground/picnic shelter RFP
Heinze Park
Playground 2-5 yr. olds
Tot swing set
34’ x 25’
Plastic timbers
Davison Park
Playground 2-5 yr. olds
Playground 5-12 yr. olds
77’ x 89’
One large hexagon pavilion (50’ diameter), round concrete pad
Two medium shelters (16’ x 16’), round concrete pads
Netting?
Deerfield Park
Playground for 5-12 yr. olds
45’ x 100’
Plastic timbers
Other items:
All need to be ADA compliant
Include ramp entering playgrounds
Color renderings
Up to two options per park
Breakout:
Site preparation
Each park playground
Shelters
Fall zone material (wood chips)

“Enhancing the quality of life for Rifle residents through positive recreational activities”.

Date:
To:
From:
RE:

January 5, 2006
PRAB
Aleks Briedis, Recreation Director
Recreation Coordinator – Aquatics position

The Recreation Department is reactive when requesting new staff. We implement and
take on new programs until we hit our threshold. Then we ask for more staff. Currently
with the addition of RSA and youth basketball and more administrative duties for Aleks,
such as capital projects, we have once again hit this threshold.
These are the newest programs we have added:
Activity
Swim Lessons
RSA Fall Soccer
RE-2 Fall Soccer
Girls RE-2 Basketball
Girls Youth Basketball
Boys RE-2 Basketball
RE-2 Spring Soccer
RSA Spring Soccer

When added
January 2006
January 2006
August 2004
October 2004
October 2004
December 2004
March 2005
January 2006

Season dates*
Jun-Aug
Aug-Nov
Aug-Oct
Oct-Dec
Oct-Dec
Jan-Mar
Mar-May
Mar-May

*Planning for these activities begins at least a month before the season begins and
completing the activity ends a month after the season ends. For example, we are training
officials, finding coaches and registering participants starting in January for the RSA
Spring Soccer which season begins in March.
With the addition of these new programs, staff has been stretched thin. Staff must start
focusing on the next season before the current season has completed. The quality of the
programs decrease as the workload increases. For example, we missed evaluating a few
of our programs this past summer.
When citizen’s voted for the sales tax increase, they were promised new programs.
Unfortunately, we will not be able to add any new programs without adding staff. If we
were to try to add these programs without additional staff, the quality of the current and
new programs would greatly diminish.
The quality of current programs may also decrease with the additional pool duties. The
current budget allows for the seasonal pool manager to start work May and end in
August. Pool preparations need to start in March.
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Recreation Coordinator – Aquatics position
Page 2

Instead of requesting a new position, we are requesting to make the Pool Manager’s
position from a seasonal position to a full time Recreation Coordinator – Aquatics
position.
The City of Rifle conducted a salary survey in 2005. From that survey, a Recreation
Coordinator position’s salary range is $30,522 - $44,257. We are requesting to start this
position at the lower end of the range with a salary of $33,000. Breakout of costs is as
follows:
Currently budgeted for pool manager
Additional base salary
City of Rifle benefits

$10,000
$23,000
$15,609

An additional $38,609 would need to be added to the budget to increase from seasonal to
full time.
If this position were approved, we would like to add the following programs:
After school programs
Wrestling
Flag football
Days off of school programs
Increased senior programs
Additional aquatics programs/special events
Improve Rifle Stingrays Swim Team program
Current program responsibilities would be moved around between the new position and
current staff to make these programs happen. A breakout of which programs each staff
member would be in charge of are attached, as well as job descriptions.
Other items we would like to work on, to benefit Rifle citizens:
On-line facility registration
E-mail newsletter
Extended office hours
Increase on-line registration
Increasing pool season
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And there are other benefits to making this position from seasonal to full time:
Consistency
Having the same person in charge of a program keeps the program consistent. A program
can not be improved if each year a different person is in a position. The first year of
running a program is learning the program. Only after the first couple of years can you
make significant improvements to a program. Program participants come back year after
year and they expect the program to be as high of quality, if not higher, as it was the
previous year.
The Rifle Metropolitan Park District kept its consistency with Phil Antes. Since he will
no longer be a staff member, his duties, including swim lessons (registering &
organizing) and budget tracking, would be split between Aleks and the new position.
Cost savings
Hiring a new pool manager each year takes away staff time and money. Advertising the
position costs money. Interviewing takes staff time. Training takes staff time. If the pool
manager only starts working in May, current staff would have to hire all pool staff.
Quality of Staff
It is much easier to find qualified full time staff than seasonal staff. On the Western
Slope, we don’t have a big pool of applicants from which to choose. RMPD was
fortunate to find a qualified, dependable pool manager.
There is also a much higher chance of seasonal staff walking away from a job than full
time staff member. When a staff member leaves in the middle of a season, it is a mad
scramble to find new staff and current staff needs to pick up the slack.
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Current staff had a mini strategic planning session and would like to start working
towards the following programs as staffing and time allows:
Offroad Tri
RMP Days
Climbing contests
Water skiing @ gap
Farmer's market
Increased climbing program
Adult B-ball
Adult Soccer
Adult Flag Football
Adult Kickball
Adult Dodgeball
Adult Rugby
Adult One-pitch
Adult tournaments
Youth tournaments
Model rocket build/launch
Outdoor concert series
Increase Sr. Programs
Fall prevention

Mesquite trips
Sports trips
Youth Kickball
Lacrosse
Summer Camp
Outdoor camp
Walking group/community
health/biggest loser
Dog day at the pool
Dog agility
24 hr. softball tourney
roller hockey
wet pirate party
Mermaid party
Staff appreciation BBQ/Pool
Taste of Rifle
Pre-school activities
Pre-school

The Recreation Department would like to improve the quality of its current programs and
start adding new programs. Without additional staff, this will not be possible.
Please contact me with any questions.
Thanks!

RIFLE
RECREATION
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All Employees
Activity
Park Reservations/scheduling
RMP CH
Registration
411
Annual passes
state park passes
Cheatin' Woodchuck
RCC/Fat Tire
Skate Contest/classes
Hershey/PPK/CO skills
3-on-3 Tourney

Type
Other
Other
Other
Other
Other
Other
Outdoor Rec
Outdoor Rec
Outdoor Rec
Youth Activities
Youth Sports

Wayne
Wayne
Wayne
Aleks
New

Recreation Director - Aleks
Activity
Close-out
Hershey/PPK/CO skills
Chalk it up
Tiny Tennis
Golf
Tennis
TKD
BCAH
Bicycle repair
Firearm safety
Dog Day
Brochure
Parks field prep
Employee Paperwork
Timesheets
Advertising CT
Batting cages

Type
Other
Jeff
Youth Activities All
Youth Activities RS
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Outdoor Rec
Outdoor Rec
Outdoor Rec
Other
Other
Other
Other
Other
Other

Asst. Rec. Director - Wayne
Activity
Cheating
RCC/Fat Tire
Skate Contest/classes
Archery
Mini T-ball
Lil' Soccer
Pirate Party
RSA
3-4 soccer spring
Comp Soft
Comp BasebALL
Seniors
Rock Climbing
Sunlight Bus
V-ball
VYL Baseball
T-ball

Type
Outdoor Rec
Outdoor Rec
Outdoor Rec
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Sports
Youth Sports
Youth Sports
Youth Sports
Seniors
Outdoor Rec
Outdoor Rec
Adult
Youth Sports
Youth Sports

All
All
All
Jeff
RS
RS
RS

Jeff
Jeff

RS
RS

Rec Coord. Athletics - Jeff
Activity
4th Parade
Touch a truck
Tiny Track
Cheerleading
Youth B-ball
VYL Baseball
T-ball
Wrestling
Flag Football fall
Rafting
Softball
Close-out
Archery

Type
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Sports
Youth Sports
Youth Sports
Youth Sports
Outdoor Rec
Adult
Other
Youth Activities

RS
RS
RS
RS
RS
Wayne RS
Wayne RS

Aleks
Wayne

Rec. Coord. Aquatics - New
Activity
Trips and tours
3-4 basketball boys
3-4 basketball girls
4-6 basketball girls
Swim Team
3-on-3 Tourney
Days off of school
After school
float ins
Swim Lessons
Programs

Type
Youth Activities RS
Youth Sports
Youth Sports
Youth Sports
Youth Sports
Youth Sports
All
Youth Activities
Youth Activities
Youth Activities
Pool
Pool

Rec Supervisor - Summer Position
Activity
Hershey/PPK/CO skills
Chalk it up
4th Parade
Touch a truck
Tiny Track
Cheerleading
Youth B-ball
VYL Baseball
T-ball
Trips and tours
Teen V-ball
Mini T-ball
Lil' Soccer
Pirate Party

Type
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Activities
Youth Sports
Youth Sports
Youth Activities
Youth Sports
Youth Activities
Youth Activities
Youth Activities

Aleks
Aleks
Jeff
Jeff
Jeff
Jeff
Jeff
Jeff
Jeff
New
Wayne
Wayne
Wayne

Wayne
Wayne

Rifle Recreation Sports Schedule
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Spring Soccer
Baseball/Softball
T-ball
Adult Softball Spring
Swim Team
Fall Soccer
Flag Football
Adult Softball Fall
Girls Basketball
Boys Basketball
Adult Volleyball

CITY OF RIFLE
JOB DESCRIPTION
10/05/05
Position:

Recreation Coordinator - Aquatics

Summary:

Assists the Recreation Director with enhancing the quality of life for Rifle
residents by planning, coordinating, and implementing particular recreational
activities and programs.

Essential Duties and Responsibilities:
1. Assists the Recreation Director with planning, promoting, coordinating, directing,
supervising, evaluating and improving the City's recreation programs
2. Plans, promotes, coordinates, directs, supervises, evaluates, and improves the City's aquatic,
youth basketball, after school and school holiday recreation programs
3. Provides customer service through walk-ins, phone, mail and e-mail
4. Supervises and trains part-time aquatic recreation staff
5. Assists Recreation Director with seeking funds for recreation programs and facilities through
fundraisers and grants
6. Schedules all City-owned fields for all City programs and outside organization programs
Non-Essential Duties and Responsibilities:
1. Helping other organizations with recreational activities
2. Assisting Parks Department with pool maintenance
3. Other duties as assigned
Reporting Relationship:
Reports to the Recreation Director
Criteria for Evaluation:
Evaluated on performance and thoroughness of duties and ability to establish and maintain
effective working relationships with employees, supervisor, the public and other City
departments. Also evaluated on the willingness to learn and perform new duties as assigned.
Minimum Qualifications:
1. Bachelor's degree in Recreation Management or related field (experience can be substituted
for degree)
2. First Aid, CPR and Certified Pool Operator certifications
3. Considerable knowledge of the principles and practices of public recreation
4. Ability to effectively handle stressful situations
5. Ability to communicate effectively, in English, verbally and in writing

6.
7.
8.
9.

Ability to establish good community relationships
Working knowledge of computer programs and desktop publishing
Ability to work evening and weekend hours
Skill in operation of listed tools and equipment

While the incumbent needs self-confidence, he/she should possess humility and recognize the
value of suggestions by subordinates, peers, elected officials, and citizens.
Tools and Equipment Used:
Computer, printer, fax machine, copy machine, typewriter, telephone, cell phone, calculator,
lawnmower, vehicle
Physical Demands:
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential duties and responsibilities of this job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the
essential duties and responsibilities.
While performing the duties of this job, the employee is frequently required to sit and talk and
hear. The employee is also required to walk, stand, bend, stoop; use hands to finger, handle, or
operate objects or tools; reach with hands and arms; lift and/or move up to 25 pounds. Lifting up
to 75 pounds is required on a daily basis during the summer season. Specific vision abilities
required by this job include close vision and the ability to adjust focus. Hand-eye coordination is
necessary to operate computers and various pieces of office equipment.
Work Environment:
Work is performed mostly in a typical office environment, with limited exposure to dangerous
chemicals. The noise level in the work environment is usually quiet. Work outside the office
environment involves exposure to all possible weather elements, dust and airborne particles.
Selection Guidelines:
Formal application, rating of education and experience, oral interview and reference check; jobrelated tests may be required.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
positions if the work is similar, related, or a logical assignment to the position.
This job description does not constitute an employment agreement with the employer and is
subject to change by the employer as the needed of the employer and the requirements of the job
change.

CITY OF RIFLE
JOB DESCRIPTION
11/19/2004
Position:

Recreation Coordinator - Athletics

Summary:

Assists the Recreation Director with enhancing the quality of life for Rifle
residents by planning, coordinating, and implementing particular recreational
activities and programs.

Essential Duties and Responsibilities:
1. Assists the Recreation Director with planning, promoting, coordinating, directing,
supervising, evaluating and improving the City's recreation programs
2. Plans, promotes, coordinates, directs, supervises, evaluates, and improves the City's youth
and adult athletic recreation programs
3. Provides customer service through walk-ins, phone, mail and e-mail
4. Assists Recreation Director with supervising and training part-time recreation staff
5. Assists Recreation Director with seeking funds for recreation programs and facilities through
fundraisers and grants
6. Schedules all City-owned fields for all City programs and outside organization programs
Non-Essential Duties and Responsibilities:
1. Helping other organizations with recreational activities
2. Assisting Parks Department with field preparation
3. Other duties as assigned
Reporting Relationship:
Reports to the Recreation Director
Criteria for Evaluation:
Evaluated on performance and thoroughness of duties and ability to establish and maintain
effective working relationships with employees, supervisor, the public and other City
departments. Also evaluated on the willingness to learn and perform new duties as assigned.
Minimum Qualifications:
1. Bachelor's degree in Recreation Management or related field (experience can be substituted
for degree)
2. Considerable knowledge of the principles and practices of public recreation
3. Ability to effectively handle stressful situations
4. Ability to communicate effectively, in English, verbally and in writing
5. Ability to establish good community relationships

6. Working knowledge of computer programs and desktop publishing
7. Ability to work evening and weekend hours
8. Skill in operation of listed tools and equipment
While the incumbent needs self-confidence, he/she should possess humility and recognize the
value of suggestions by subordinates, peers, elected officials, and citizens.
Tools and Equipment Used:
Computer, printer, fax machine, copy machine, typewriter, telephone, cell phone, calculator,
lawnmower, vehicle
Physical Demands:
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential duties and responsibilities of this job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the
essential duties and responsibilities.
While performing the duties of this job, the employee is frequently required to sit and talk and
hear. The employee is also required to walk, stand, bend, stoop; use hands to finger, handle, or
operate objects or tools; reach with hands and arms; lift and/or move up to 25 pounds. Lifting up
to 75 pounds is required on a daily basis during the summer season. Specific vision abilities
required by this job include close vision and the ability to adjust focus. Hand-eye coordination is
necessary to operate computers and various pieces of office equipment.
Work Environment:
Work is performed mostly in a typical office environment, with limited exposure to dangerous
chemicals. The noise level in the work environment is usually quiet. Work outside the office
environment involves exposure to all possible weather elements, dust and airborne particles.
Selection Guidelines:
Formal application, rating of education and experience, oral interview and reference check; jobrelated tests may be required.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
positions if the work is similar, related, or a logical assignment to the position.
This job description does not constitute an employment agreement with the employer and is
subject to change by the employer as the needed of the employer and the requirements of the job
change.

CITY OF RIFLE
JOB DESCRIPTION
12/5/2000
Position:

Assistant Recreation Director

Summary:

Assists the Recreation Director with enhancing the quality of life for Rifle
residents by planning, coordinating, and implementing particular recreational
activities and programs.

Essential Duties and Responsibilities:
1. Assists the Recreation Director with planning, promoting, coordinating, directing,
supervising, evaluating and improving the City's recreation programs
2. Plans, promotes, coordinates, directs, supervises, evaluates, and improves all of the City's
senior recreation programs
3. Provides customer service through walk-ins, phone, mail and e-mail
4. Assists Recreation Director with supervising and training part-time recreation staff
5. Assists Recreation Director with seeking funds for recreation programs and facilities through
fundraisers and grants
6. Schedules all City-owned fields for all City programs and outside organization programs
7. Acts as the Recreation Director in the Recreation Director's absence
Non-Essential Duties and Responsibilities:
1. Helping other organizations with recreational activities
2. Assisting Parks Department with field preparation
3. Other duties as assigned
Reporting Relationship:
Reports to the Recreation Director
Criteria for Evaluation:
Evaluated on performance and thoroughness of duties and ability to establish and maintain
effective working relationships with employees, supervisor, the public and other City
departments. Also evaluated on the willingness to learn and perform new duties as assigned.
Minimum Qualifications:
1.
2.
3.
4.
5.

Bachelor's degree in Recreation Management or related field
Considerable knowledge of the principles and practices of public recreation
Ability to effectively handle stressful situations
Ability to communicate effectively, in English, verbally and in writing
Ability to establish good community relationships

6. Working knowledge of computer programs and desktop publishing
7. Ability to work evening and weekend hours
8. Skill in operation of listed tools and equipment
Tools and Equipment Used:
Computer, printer, fax machine, copy machine, typewriter, telephone, cell phone, calculator,
lawnmower, vehicle
Physical Demands:
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential duties and responsibilities of this job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the
essential duties and responsibilities.
While performing the duties of this job, the employee is frequently required to sit and talk and
hear. The employee is also required to walk, stand, bend, stoop; use hands to finger, handle, or
operate objects or tools; reach with hands and arms; lift and/or move up to 25 pounds. Lifting up
to 75 pounds is required on a daily basis during the summer season. Specific vision abilities
required by this job include close vision and the ability to adjust focus. Hand-eye coordination is
necessary to operate computers and various pieces of office equipment.
Work Environment:
Work is performed mostly in a typical office environment, with limited exposure to dangerous
chemicals. The noise level in the work environment is usually quiet. Work outside the office
environment involves exposure to all possible weather elements, dust, and airborne particles.
Selection Guidelines:
Formal application, rating of education and experience, oral interview and reference check; jobrelated tests may be required.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
positions if the work is similar, related, or a logical assignment to the position.
This job description does not constitute an employment agreement with the employer and is
subject to change by the employer as the needed of the employer and the requirements of the job
change.

CITY OF RIFLE
JOB DESCRIPTION
Updated 03/18/2004
11/6/2000
Position:

Recreation Director

Summary:

Enhances the quality of life for Rifle residents by planning, coordinating, and
implementing particular recreational activities and programs.

Essential Duties and Responsibilities:
1.

2.
3.
4.
5.
6.
7.
8.

Plans, promotes, coordinates, directs, supervises, evaluates, and improves the City’s
recreation programs, including but not limited to: sports leagues, athletic classes, arts and
crafts classes, cross-age classes, special population programs, outdoor programs, and
special events
Hires, supervises, and trains all recreation staff, including volunteers
Seeks funds for recreation programs and facilities through fundraisers and grants
Schedules all City-owned fields, including tennis courts and lighted ball fields, for all
City programs and outside organization programs
Provides customer service through walk-ins, phone, faxes, mail, and e-mail
Produces activity brochures
Advertises programs through flyers, print media, Channel 13, City’s website, and local
radio stations
Develops and manages annual budget

Non-Essential Duties and Responsibilities:
1.
2.
3.
4.
5.
6.

Networks with other public entities, such as the School District and Metro Park District,
to explore coordinated recreational activities
Conducts surveys to determine current and future needs for recreation programs
Organizes volunteer appreciation events
Designs and maintains the City’s web page
Assists IT Department with computer support
Other duties as assigned

Reporting Relationship:
Reports to the City Manager
Criteria for Evaluation:
Evaluated on performance and thoroughness of duties and ability to establish and maintain

effective working relationships with employees, supervisor, the public, and other City
departments. Also evaluated on the willingness to learn and perform new duties as assigned.

Minimum Qualifications:
1.
Bachelor’s degree in Recreation Management or related field
2.
Three (3) years experience in recreation field
3.
Considerable knowledge of the principles and practices of public recreation
4.
Two (2) years supervisory experience
5.
Ability to effectively handle stressful situations
6.
Ability to communicate effectively, in English, verbally and in writing
7.
Ability to establish good community relationships
8.
Working knowledge of computer programs and desktop publishing
9.
Ability to work evening and weekend hours
10.
Skill in the operation of listed tools and equipment
While the incumbent needs self-confidence, he/she should possess humility and recognize the
value of suggestions by subordinates, peers, elected officials, and citizens.
Tools and Equipment Used:
Computer, printer, fax machine, copy machine, typewriter, telephone, cell phone, calculator,
vehicle
Physical Demands:
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential duties and responsibilities of this job. Reasonable
accommodations may be made to enable qualified individuals with disabilities to perform the
essential duties and responsibilities.
While performing the duties of this job, the employee is frequently required to sit and talk and
hear. The employee is also required to walk, stand, bend, stoop; use hands to finger, handle, or
operate objects or tools; reach with hands and arms; lift and/or move up to 25 pounds. Lifting up
to 75 pounds is required on a daily basis during the summer season. Specific vision abilities
required by this job include close vision and the ability to adjust focus. Hand-eye coordination is
necessary to operate computers and various pieces of office equipment.
Work Environment:
Work is performed mostly in a typical office environment, with limited exposure to dangerous
chemicals. The noise level in the work environment is usually quiet. Work outside the office
environment involves exposure to all possible weather elements, dust, and airborne particles.
Selection Guidelines:
Formal application, rating of education and experience, oral interview and reference check; jobrelated tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related, or a logical assignment to the position.
This job description does not constitute an employment agreement with the employer and is
subject to change by the employer as the needs of the employer and the requirements of the job
change.

