
 

 
Howell Area Parks & Recreation Authority 

Job Description 
 

Job Title:       Recreation Program Coordinator  
Reports To:       Executive Director 
Classification:   Part Time -Non-Exempt 
Department:     Enrichment/Travel 
Division:            Administration 
Salary:       $13.00-$14.50/hour 
Days/Hours:     20-25 hrs/week, days and times will vary 
 
Organization Description: 
 
Howell Area Parks & Recreation Authority provides recreation, sport and enrichment 
programs and services for area youth, adults & seniors in Howell and surrounding 
areas. 
 
Position Summary: 
 
The Howell Area Parks & Recreation Authority seeks an experienced, competent and 
caring person to develop and manage a comprehensive community enrichment and 
travel program.  As Program Coordinator, this individual will be responsible for 
coordinating, developing and scheduling life learning programs for the Howell 
Community and surrounding area.  The Program Coordinator will be responsible for 
negotiation of program instructor contracts and contract reservation for travel services.  
 
Responsibilities: 
 

 Work with executive leadership and staff to design a cohesive and 
comprehensive enrichment and travel program for all ages, utilizing the 
resources of Howell Area Parks & Recreation, Howell Public Schools and other 
community partners. 

 Create, develop and oversee enrichment programs for all ages; includes securing 
instructors with valid contracts, background checks, and financial documents, 
securing locations and dates for programs, monitoring registrations, submitting 



information to be included in marketing materials, and monitoring the success of 
the programs. 

 Create travel programs, securing all necessary transportation, meals, tickets, etc. 
needed for the trip.  Monitor registrations and marketing efforts for travel 
programs.  Communicate with 3rd party vendors with regards to the travel 
program. 

 Build an open line of communication with instructors, patrons, site supervisors, 
and other personnel to handle general questions and concerns, provide direction 
in an urgent matter, and make patron experiences pleasant. 

 Develop and implement planning and project management processes to ensure 
the effective coordination and integration of the programs and services. 

 Collaborate with local youth and adult education services groups to ensure the 
effective coordination of program schedules and related events for the 
community. 

 Manage the financial budgets for the enrichment and transportation 
departments; includes processing all invoices in a timely manner, communicating 
with vendors if invoices are delayed, managing deposits for drop-in programs or 
other incoming funds, reviewing budgets at least quarterly and make suggestions 
for budget amendments. 

 Assist with funds development for educational and travel programs. 
 Seek out potential grants or funding to support enrichment and/or travel 

programs. 

 Provide support to executive leadership and staff in the areas of planning, 
management, program execution and communications. 

 Foster relationships among local schools, universities, businesses and other 
community programs to enhance the development of the enrichment programs. 

 Performs other duties as directed. 
 

Qualifications: 
 

 High School diploma or equivalent and supplemented by college or vocational 
training with at least 2 years experience in the recreational field.  HAPRA, at its 
discretion, may consider an alternative combination of formal education and 
work experience. 

 Ability to articulate a vision about the importance of recreational programming 
for the future—from social, economic, cultural and personal perspectives—to 
partners, funders and the community 

 Highly positive and enthusiastic style capable of motivating others 
 Relationship management skills and experience in fostering a team approach to 

community development and creating collaboration among partner organizations 
in continuing education 

 Excellent project management and planning skills 
 Excellent written and verbal communication skills 
 Experience managing budgets 



 Experience in an administrative or managerial capacity in an organization that 
provides direct services to all ages and abilities 

 Experience and competencies in working in a multiracial, multicultural , 
multigenerational environment 

 Experience and/or understanding of the development of educational programs in 
nonprofit, K-12 settings or older adult 

 Experience and/or understanding of contract development and negotiations  
 
Physical Demands & Work Environment: 

The physical demands and work environment characteristics described here are 
representative of those an employee encounters while performing the essential 
functions of the 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 regularly required to 
communicate in person, by telephone and electronically, read regular and small print, 
view and produce written and electronic documents, and enter data on a computer 
keyboard with repetitive keystrokes. The employee must be mobile in an office and 
event settings, stand, sit, stoop and kneel, use hands to finger, handle, or feel and 
reach with hands and arms. The employee must lift or push/pull objects of up to 15 lbs. 
without assistance. Accommodation will be made, as needed, for office employees 
required to lift or move objects that exceed this weight.   

The typical work environment of this job is a business office or off site location setting 
where the noise level varies. 

 
 

How to apply: 
 
www.howellrecreation.org 
 

http://www.howellrecreation.org/

