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PART-TIME
RECREATION LEADER (2 POSITIONS) - The purpose of this position is to perform work assisting in the coordination and conduct of programs and activities of various recreation services including implementing recreation and athletic programs.  This is accomplished by monitoring the operations of instructors and program participants of recreational programs in joint-use and city facilities.  Other duties include providing administrative and clerical support to staff members.
Essential Functions (including, but not limited to):

· Assist in the coordination of recreation programs and activities by opening, cleaning, and securing recreational facilities, organizing materials and supplies needed for activities, monitoring program participants and instructors, supervise children in athletic and special events, meet and greet the public, and support all youth, volunteer, civic and cultural activities in which the City participates.

· Provide administrative and clerical support to staff by assisting in scheduling facilities, taking reservations, collecting activity fees, and writing receipts.
Certification & Requirements:   
· Possession of, or ability to obtain, a valid Texas Driver’s License.
· Must be able to work evenings, weekends, and some holidays.
Education:  High school diploma or equivalent is preferred, but not required.

Experience:  No experience is required.

Salary:  $12.54 / hour

Position Opened:  January 20, 2012

Position Closes:  February 2, 2012


To apply for an open position please complete a City of Southlake employment application.  Applications are available at our website www.cityofsouthlakejobs.com and in the Human Resources office.  The Human Resources office is open Monday – Friday, 8:00 a.m. to 5:00 p.m. and is located in Southlake Town Square.  Completed applications may be submitted by mail, in person, or by fax.

The City of Southlake is an equal opportunity employer.  The City of Southlake is mandated by federal law to provide a drug-free working environment for the safety of its employees and the public.  All employment is contingent upon passing a pre-employment drug test.

Human Resources Department 

1400 Main Street – Suite 260

Phone (817) 748-8064   Fax (817) 748-8065
www.cityofsouthlakejobs.com
To apply for an open position please complete a City of Southlake employment application.  Applications are available at our website www.cityofsouthlakejobs.com and in the Human Resources office.  The Human Resources office is open Monday – Friday, 8:00 a.m. to 5:00 p.m. and is located in Southlake Town Square.  Completed applications may be submitted by mail, in person, or by fax.

The City of Southlake is an equal opportunity employer.  The City of Southlake is mandated by federal law to provide a drug-free working environment for the safety of its employees and the public.  All employment is contingent upon passing a pre-employment drug test.

Human Resources Department 

1400 Main Street – Suite 260

Phone (817) 748-8064   Fax (817) 748-8065
www.cityofsouthlakejobs.com

