
 

JOB DESCRIPTION 
Job Title Recreation and Community Services Coordinator 

(temporary, full-time) 
Department Recreation and Community Services 
Manager Recreation and Community Services Manager 
Date July 2026 

 

Job Summary 
The Recreation and Community Services Coordinator provide support for the 
planning, delivery, and evaluation of programs and activities that promote active 
living, community engagement, and social well-being of the community. The position  
Works closely with the Recreation and Community Services Manager and other team 
members to carry out the goals and objectives of the department.  

 

Responsibilities 

1. Provide leadership to the Planet Youth Local Action Team. 
2. Engage and foster connections with residents, volunteers, and local partners  

establish diverse programming and activities.  
3. Identify opportunities to use community assets and resources to create 

programming and activities.  
4. Assist in recruiting, training, and overseeing of volunteers through the 

development of volunteer programs.  
5. Assist with the development and implementation for programs and services fo  

effective service delivery.  
6. Development of municipal policies and procedures as directed.  
7. Provide customer service for facility bookings, rentals, and events. 
8. Assist with the development of marketing strategies for programs and activitie  
9. Collect tangible data (observations, conversations, and products) to 

illustrate success in attaining established goals and to make  
recommendations for future programming.  

10. Assist with the maintenance of inventories and databases.  

 



11. Performs work in accordance with the provisions of the Occupational Health 
and Safety Act and all company policies and procedures related to 
Occupational Health and Safety.  

 
• Performs other related duties as assigned by Management  

 

Education and Qualifications 
• Ontario Secondary School Diploma required. 
• A post-secondary diploma or degree in Recreation, Community 

Development or related field is an asset.  
• Experience as a program leader or instructor in recreation, sports and/or 

fitness is an asset.  
• Strong organizational, written, and oral communication and problem-solving 

skills 
• Practical experience in community services or related areas is considered 

an asset 
 

Core Competency and Definition 
Adaptability Adapts and responds to change, is open to new ideas, takes on 

new tasks and responsibilities, adjusts plans to meet changing 
needs, is flexible, can multitask and work in a faced pace 
environment. 

Accountability Meets commitments, works independently, accepts accountability, 
stays focused under pressure. 

Communication Communicates well both verbally and in writing, accurately delivers 
the message, shares knowledge, and has good listening skills. 

Community 
Service 

Focuses on servicing the community, is helpful and seeks to resolve 
issues and problems, professionally handles questions or 
complaints, strives to enhance the Town’s reputation. 

Decision 
Making 

Recognizes problems, responds with solutions, has good 
judgement, seeks input from others, makes timely decisions, can 
make difficult decisions, and communicates decisions to others. 

Excellence Committed to quality and excellence, attentive to detail and 
accuracy, continuously looks for ways to improve. Initiative 
Embraces new ideas or methods, is creative, takes risks within their 
defined role, looks at how to be more effective and efficient. 

Integrity Deals with others in a straightforward and honest manner, does 
what is right, is transparent, trustworthy, and respected. 

Teamwork Works cooperatively and collaboratively, acknowledges other’s 
opinions and contributions, acts with the safety of others in mind, 
promotes a positive teamwork environment. 

 

 

Working Conditions 



• Usual office working conditions along with outdoor events and activities.  
• Hours of work are Mondays through Fridays from 8:00 am to 4:00 pm with a 

one (1) hour non-paid lunch break. These hours may vary and may be 
irregular as required to meet the objectives of the position. 

• May be required to attend evening meetings. 
• Be available to supervise and deliver programming and events during the  
     evening and weekends, as required.  
• Responds and deals with public complaints in a courteous manner and with 

tact. 
• Refers enquiries to proper departments. 
• Receives direction and carries out duties as requested with Recreation and 

Community Services Manager 
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