
 
 
 

Howell Area Parks & Recreation Authority 
Job Description 

 
 
Job Title:     Aquatic/Fitness Center Manager 
Reports To:    Executive Director 
FLSA Status:  Full Time - Exempt 
Department:  Aquatic Center 
Division:         Administration 
Salary:            DOQ – 35,000 to 40,000 
Benefits:         Health, Dental, Vision, Life, Disability & 401K 
 
GENERAL PURPOSE 
 
This is a supervisory position. The Aquatic/Fitness Center Manager, under the 
general direction of the Executive Director of Howell Area Parks & Recreation 
Authority, is responsible for planning, organizing, implementing and supervising the 
Aquatic and Fitness Center at Howell High School and all associated programs and 
services.  
 
HOURS 
 
This position works at least 40 hours a week Monday through Friday from 9:00 am to 
5:00 pm and may include weekends and evenings. 
 
SUPERVISION RECEIVED 
 
Works under the immediate supervision of the Executive Director of the Howell Area 
Parks & Recreation Authority. 
 
SUPERVISION EXERCISED 
 
As required to cover for proper operations, which would include oversight and 
supervision of aquatic patron coordinators, PESG lifeguards, PESG fitness 
instructors and PESG swim instructors. 
 
 



 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1. Supervises, plans and directs comprehensive aquatics and fitness center 
programs including a variety of water safety classes, learn-to-swim classes, 
water sports, exercise programs, facility rentals, and special events for the 
Howell Area Parks and Recreation Authority, Howell Public Schools and the 
surrounding community in accordance with department policies, procedures, 
and processes. 
 

2. Supervises and oversees all operations of the front desk of the aquatic and 
fitness facilities. 

 
3. Manages memberships, punch cards, day passes and all associated policies 

and procedures. 
 

4. Meets and cooperates with public agencies and groups and ensures 
compliance with department, local and state policies and procedures. 

 
5. Develop and/or modify department facility manual and standard of 

procedures. 
 

6. Develop, supervise, and evaluate all facets of pool usage including safety, 
security, emergency procedures, risk management and visitor behavior. 

 
7. Provide guidance and leadership to instructors regarding program goals, 

instructor duties/responsibilities, program evaluation, parental interaction, 
equipment set up and use, and proper record keeping. 

 
8. Ensure cleanliness and safety of the facilities and equipment. 

 
9. Assist with pool maintenance planning and review including generating 

maintenance work orders; inventory and process requisitions for supplies and 
equipment, annual shutdown maintenance, preventative maintenance and 
capital project planning 
 

10.  Ability to work a varied schedule which may include afternoon, evening and 
           weekends.  
 

11.  Recruit, interview, hire, train, supervise and evaluate all Aquatic and Fitness  
  Personnel and make recommendations on their employment, transfer,  

           promotion and release. 
 

12.  Develop and implement in-service opportunities for safety training, 
           certification and recertification, facility and program operations. 
 



13.  Monitors programs to ensure smooth and efficient operations. 
 

14.  Takes a leadership role in providing direction to subordinates related to  
           customer service, staffing, facilities, equipment and program delivery. 
 

15.  Prepares and submits budgets and monitors expenditures and revenue. 
 

16.  Supervises registration, billing, program scheduling, and fee collection 
           process for all Aquatic and Fitness programs and memberships. 

 
17.  Assures that safety principles, practices and precautions are being followed 

           across all program areas. 
 

18.  Conducts frequent site inspections to monitor programming, proper data 
       collection, cash-handling procedures, record keeping, asset management, 
       safety, and customer service quality. 

 
19.  Assists in identifying business opportunities and demonstrates continuous 
       effort to improve operational effectiveness and efficiency. 

 
20.  Coordinates with other Howell Area Parks & Recreation Authority and Howell 

  Public Schools personnel regarding current and future projects and needs. 
 

21.  Understand and carry out all duties outlined in Aquatic Center Operating 
      Agreement between Howell Public Schools and Howell Area Parks & 
      Recreation Authority dated August 1, 2015.  Specifically “Exhibit A” 
      Administration and Job Description Responsibilities  

 
22.  Performs all other duties as assigned by the Executive Director of the 

  Howell Area Parks and Recreation Authority. 
 
 
MINIMUM QUALIFICATIONS 
 
Minimum of 1 to 3 years of related professional experience, including experience in 
the aquatics/fitness facilities management field with supervisory experience. 
 
Basic knowledge of pool mechanical equipment and current codes and practices 
established by State, County, and National aquatic certification agencies. 
 
Knowledge and ability to manage staff and work assignments. 
 
Ability to work a varied schedule which may include afternoon, evening and 
weekends. 
 
Ability to communicate with staff and the public pleasantly and effectively both 
verbally and in writing. 
 



 
 
PERIPHERAL DUTIES 

Serves as a member of various employee committees, as assigned. 

Knowledge of Howell Public Schools and Howell Area Parks & Recreation policies, 
rules and regulations governing the use of pool facilities. 

Knowledge of Aquatic Center rules, policies and procedures and the ability to 
explain them to patrons. 

Risk management of a swimming pool. 

EDUCATION and/or EXPERIENCE 
 
Graduation from a college or university with a bachelor's degree in Recreation, 
Administration, Facility Management or related field, or any combination of 
experience and training which provides the required knowledge, abilities, and skills. 
 
NECESSARY KNOWLEDGE, SKILLS AND ABILITIES 

Ability to work independently and to complete daily activities according to work 
schedule;  

Ability to communicate orally and in writing;  

Ability to understand, follow, and transmit written and oral instructions 

Ability to establish effective working relationships with employees, supervisors, and 
the public. 

SPECIAL REQUIREMENTS  

Aquatic Facility Operator or Certified Pool and Spa Operator certification required 
within 6 months of employment. 
 
First Aid, CPR and AED certification is required within 90 days of employment. 

Water Safety Instructor's (WSI) certificate is required within 6 months of 
employment. 

TOOLS AND EQUIPMENT USED 

Personal computer, including word processing software; calculator; copy and fax 
machine; phone; mobile or portable radio; automobile 

 



 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

While performing the duties of this job, the employee is frequently required to 
swim, walk, sit and talk or hear. The employee is occasionally required to use 
hands to finger, handle, feel or operate objects, tools, or controls; and reach with 
hands and arms. The employee is occasionally required to climb or balance. 

 The employee must occasionally lift and/or move over 100 pounds. Specific vision 
abilities required by this job include close vision, distance vision, peripheral vision 
and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

While performing the duties of this job, the employee occasionally works in outside 
weather conditions. The employee is occasionally exposed to wet and/or humid 
conditions, toxic or caustic chemicals. 

 The noise level in the work environment is usually quiet while in the office, and 
moderately loud when in the field.              

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. 

The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of 
the employer and requirements of the job change.  

 


