
POSITION DESCRIPTION 

 

POSITION: Operations Officer     DATE REVIEWED: 01/02/2019 

 

INCUMBENT:   

 

DEPARTMENT: Parks and Recreation  REPORTS TO: Dir of Parks & Recreation 

 

POSITION PURPOSE 

The Operations Officer is responsible for the leadership and management of assigned operations 

and initiatives in the Parks and Recreation Department. Performs complex and managerial duties 

required to direct the operations of the Parks and Recreation Office, including supervision of 

staff; administrative policy development; works with Director, Assistant Director and Division 

Head’s on various projects.  This position performs complex organizational and administrative 

work. The Operations Officer is responsible for developing, implementing, and enforcing 

policies and procedures, to include cash handling and daily operations in all facilities and 

divisions of the Parks and Recreation Department.  This position ensures that financial 

transactions are accurate and properly posted for all divisions (and multiple software programs) 

and is the department liaison assigned to interface with the Finance Department. This position 

will provide oversight; conducting departmental needs assessments; evaluating, improving, and 

administering operational policies and procedures; assisting with the business operations of the 

department.  This role is integrally involved in assisting the Director of Parks and Recreation in 

strategically developing and implementing initiatives that will carry out the departmental mission 

and goals. 

ESSENTIAL FUNCTIONS 

1. Ability to articulate a vision and provide leadership in promoting exceptional service to 

internal and external customers of Parks and Recreation services. (Daily) 

2. Serves as business manager and a liaison to other departments including Finance, Human 

Resources, Public Works, and all other departments which are involved with the Parks and 

Recreation Department. (Daily) 

3.  Excellent communications skills, both oral and in written form, to relay information clearly 

and accurately with the general public, customers, other City employees, and division staff 

members.  (Daily) 

4.  Exercise independent judgment and discretion, consult and coordinate with administration on 

matters pertaining to divisions, other departments, other stakeholders and projects. (Daily) 

5.  Ability to establish and maintain effective working relationships with internal/external 

stakeholders, government officials, media representatives, and City staff. (Daily) 

6.  Ability to work under pressure to manage simultaneous tasks and projects and to meet 

multiple deadlines. (Daily) 

7.  Knowledge of office technology and modern business methods to establish standard 

operating procedures, and train staff accordingly to ensure proper management of 
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information. Responsible for developing, implementing, and enforcing policies and 

procedures, to include daily operations in all facilities and divisions of the Parks and 

Recreation Department. (Daily)   

8.  Knowledge of financial transactions and reconciliation techniques to ensure accurate business 

operating procedures. Development, monitoring, implementation and auditing of cash 

handling and deposit procedures in collaboration with Finance. (Daily) 

9.  Fiscal management skills to accurately utilize budgeting principles to achieve divisional 

goals, performance objectives, and cost effectiveness measures. (Weekly) 

10.  Ability to develop, implement, monitor, and update departmental standard operating 

procedures. (As needed) 

11.  Knowledge of principles and practices of supervision to effectively direct the performance of 

the Operations Section. (Daily) 

12.   Ability to present staff development training on customer service topics in a competent and 

professional manner.  (Monthly) 

13.  Ability to solicit citizen input and compile information regarding customer satisfaction with 

Parks and Recreation services and programs and develop, implement, and monitor innovative 

practices to enhance customer satisfaction. (Occasional) 

14.  Ability to provide operational and administrative oversight for the daily operations of the 

department.  (Daily) 

15.  Ability to oversee various functions and staff to ensure timely completion of responsibilities 

involved with the Animal Shelter. (Daily) 

16.  Ability to organize and maintain a system for establishing and recording employee payroll 

data, including individual time sheets of hours worked, to ensure that employees are paid in a 

timely manner. (Daily) 

17.  Ability to oversee a systematic process for initiating seasonal and recreation employees new 

hire paperwork, including I-9’s and other related employment documents,  and submit 

electronic Personnel Action Forms to Human Resources timely.  (Daily) 

   

NATURE AND SCOPE 

The Parks & Recreation Operations Officer reports to the Parks and Recreation Director, who 

answers to the City Manager.  Also reporting to the Parks and Recreation Director is the 

Assistant Director of Parks and Recreation, Director of Animal Services, Community Relations 

Officer, Director of Flint Hills Discovery Center, Director of Recreation, Director of Sunset Zoo, 

Douglass Center Director, and Park Superintendent.  Reporting to the Parks & Recreation 

Operations Officer are the Administrative Assistant and Interns which along with the Community 

Relations Officer and Assistant Director of Parks and Recreation make up the Administrative 

Division. 

 

The Administrative Division is responsible for coordinating and managing centralized 

communications, and serves as the initial point of contact for the public and customers of Parks 
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and Recreation programs and services.  Promotes and fosters an organizational culture based on 

superior customer service, the guiding principles and values of the Parks and Recreation 

Department and its mission to the community. The Operations Officer is responsible for 

developing, implementing, and enforcing policies and procedures, to include cash handling, daily 

operations, seasonal hiring/onboarding, in all facilities and divisions of the Parks and Recreation 

Department.  This position ensures that financial transactions are accurate and properly posted 

for all divisions (and multiple software programs) and is the department liaison assigned to 

interface with the Finance Department. This position will provide oversight; conducting 

departmental needs assessments; evaluating, improving, and administering operational policies 

and procedures; assisting with the business operations of the department. Responsible for 

decisions on complex organizational matters.  

 

The Parks & Recreation Operations Officer may recommend and initiate changes as necessary to 

make the operations section more efficient and effective, determines solutions to problems 

affecting customers, along with the general public, and serves on the Parks and Recreation 

Department Management Team. Analyzes organizational needs; develops and implements 

department-wide standard operating procedures and training initiatives focused on the 

department's key business objectives. Coordinates with the Human Resources Department on 

seasonal employment policies and procedures for effective recruitment, selection, and hiring. 

Works collaboratively across divisions to develop and implement programs aligned with the 

mission and goals of the organization.  Through collaboration with Division Heads, incumbent 

administers the employee and management training programs that support operational 

excellence. 

 

Performance by the Parks & Recreation Operations Officer can be measured by the quality of 

customer service rendered by the operations section, the teamwork and customer service 

demonstrated by the operations division staff, the accuracy and timeliness of program 

registrations, the ability to meet deadlines, accuracy and manner of directing the public to 

appropriate departments and divisions for additional services, and the ability to process program 

mailings, daily program fees, and time sheets on behalf of the Parks and Recreation Department 

in a timely and accurate manner.  

 

This position achieves accountability, in part, through the supervision and direction of the 

following subordinates: 

 

Administrative Assistant - Provides administrative/secretarial service for entire department with 

a primary focus on the administrative division; provides customer service; assists with processing 

seasonal new hire paperwork; assists with monthly reporting; and transcribes minutes of the 

advisory boards. 

 

Intern (temporary) - Provides assistance to the Parks & Recreation Administration Division by 

filing, copying, recycling, and running errands. Also assists with processing seasonal new hire 

paperwork; and assists Community Relations Officer with administrative duties. 
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The Parks & Recreation Operations Officer works closely with the Community Relations Officer 

on the development of the Department’s activity guide, which is distributed three times per year.   

 

PRINCIPLE ACCOUNTABILITIES: 

1. Exhibits leadership to provide exceptional service to the public and customers of the Parks 

and Recreation Department and City of Manhattan. 

2. Practices and promotes the department’s mission statement in every interaction.  

3. Assists with the development of strategic plans, long term planning and Department goals 

and initiatives. 

4. Demonstrates effective communication skills, both oral and in written form, to promote 

outstanding relationships with the general public, customers, other City employees, and 

division staff members.   

5. Utilizes basic record keeping and progressive management procedures and train staff 

accordingly to ensure proper dissemination of information.   

6. Coordinates all aspects of business operations to ensure that all required documentation and 

procedures are correct and are processed in a timely manner.  

7. Provides strategic guidance, ensuring a holistic approach is applied to new ideas and 

operational and wider event strategies are aligned, therefore enabling decisions to be reached 

in a timely manner. 

8. Takes the initiative to keep up-to-date with regard to policy issues, legislation and other 

matters to advise on internal and/or external matters, as they effect operations. 

9. Accurately utilize basic accounting and mathematical principles to ensure proper business 

management, and cash transactions. 

10. Accurately utilize budgeting principles to achieve section goals, performance objectives and 

cost effectiveness measures and prepare annual budget in a timely manner. 

11. Efficiently and effectively manage and supervise operations team to improve productivity 

and enhance individual performance. 

12. Contribute to collaborative and cooperative inter-divisional and intra-departmental 

relationships to promote cohesive teamwork. 

13. Develop and improve policies and procedures for efficiency of staff and to continuously 

improve patron's experience. 

14. Maintain office policies and procedures to keep current with regard to City Ordinances, laws 

and other regulations. 

15. Develop innovative programs to enhance customer satisfaction with regard to services and 

programs provided by the Parks and Recreation Department.  

16. Managing the professional and personal development of direct reports, setting objectives and 

implementing processes necessary to achieve these. 
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17. Provide training to Registration Staff on customer service topics, which are aimed at       

enhancing the quality of services for the Parks and Recreation Department. 

18. Responsible for oversight of numerous processes including, but not limited to: 

 Requisitions for refund of programs 

 Scholarship requests for Parks and Recreation programs 

 Seasonal Employment Paperwork 

 ExecuTime Time and Attendance and Advanced Scheduling 

 Petty cash reimbursements 

 Scholarship listings 

 Bulk mailings 

 Department correspondence 

 

EDUCATION/TRAINING/EXPERIENCE: 

A Bachelor’s Degree in Business Administration from a recognized college or university in parks 

and recreation administration, public administration, business administration, or closely related 

field, and a minimum of five years senior level administrative, preferably including three years 

managerial experience; or a combination of education and experience equivalent to these 

requirements.  

 

KNOWLEDGE, SKILL AND ABILITY 

Experience in customer relations and in a management capacity is required. Experience in 

supervision, training and performance evaluation is required. Ability to establish and maintain 

complex office records and files interpret rules and regulations and apply them to work 

situations. Experience in using initiative and judgment in dealing with work flow and uncertain 

situations; working effectively under narrow time limitations to produce accurate results. 

Experience in establishing and maintaining efficient filing and records retention systems. 

Considerable skill in making arithmetic calculations with speed and accuracy; using a calculator 

by touch; comprehending and using basic accounting terminology, codes and formats; operating 

data entry equipment and typing at a minimum rate of 60 words per minute from clear copy. 

 

 

Required Knowledge: 

Knowledge of the business functions, programs and services provided by the Parks and 

Recreation Department of the City of Manhattan. 

Ability to quickly compile and interpret and report research findings and recommendations. 

Ability to present ideas concisely and effectively, both orally and in writing. 

Ability to work with groups outside the City, City officials, City management, Department 

and/or Division Heads, and supervisors to develop viable consensus solutions to problems. 

Ability to gather pertinent facts, analyze, and arrive at sound conclusions.  

Knowledge in office management, supervisory principles, and communication skills.  

Considerable knowledge of modern office methods, practices, procedures and equipment, 

fundamentals of financial record keeping and methods of performing basic business 
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mathematic calculations; clerical methods, techniques, forms and filing systems used in an 

accounting environment. 

Ability to organize, delegate and prioritize within limits of authority. 

Ability to manage complex concepts and issues of great importance to the Parks and Recreation 

Department. 

Interpersonal/human relations skills are of the highest level; significant contact with others 

within the organization; contacts may involve departments within the City which may be 

involved in decision making or providing approval or decision making authority for business 

operations. Must communicate effectively, both orally and in writing, with staff and the 

community, and establish and maintain positive professional working relationships with 

internal and external stakeholders. 

 

Skills/Abilities 

Ability to read and comprehend written material of a fairly technical nature. 

Ability to organize files and effectively retrieve data. 

Ability to compose business correspondence and proofread to provide written communications 

that are grammatically correct and punctuated properly. 

Ability to perform data entry and apply statistical methodology. 

Supervisory ability. 

Ability to manage budget funds and utilize accounting principals. 

Ability to work with diverse groups of people. 

Ability to speak with groups of people. 

Ability to manage time effectively. 

Ability to delegate responsibilities, prioritize, and is organized. 

 

Machines/Equipment Used: 

Personal computer and other data devices with related software, including Microsoft and other 

software 

Basic office machines 

Automobile 

 

Physical/Mental Demands/Working Conditions 

Must be able to cope with stress brought about by dealing with potentially irate and/or defensive 

customers 

Some office work with considerable field work and observation 

Must be able to analyze problems and recommend solutions 

Maintain effective communication and listening skills with staff, co-workers, and administration 

Must be able to cope with complaints from citizens 

Must be highly organized and able to perform in a very professional manner at all times 

Must be able to exercise independent judgment in evaluating completeness and accuracy of 

technical information  

Must be able to logically analyze situations and resolve discrepancies and correct errors 

Sits for prolonged periods of time while entering data in computer 

Lifts objects weighing up to 30 pounds occasionally 
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Must be able to coordinate work schedule of employees to meet the varying deadlines of 

registrations according to season 

 

Supervision 

Makes independent decisions in business operations  

Works independently with occasional supervision as needed 

Answers customer inquiries, which influences the public’s perception of the quality, courtesy and 

timeliness of customer services provided by the Parks and Recreation Department 

Responsible for the budget, mission, and goals established for the department  
 

 

APPROVED BY: _____________________________________ DATE: _____________ 

   Department Head or Designee 
 

 

APPROVED BY: _____________________________________ DATE: _____________ 

   Department of Human Resources or Designee 

 

 

APPROVED BY: _____________________________________ DATE: _____________ 

   Deputy City Manager; or Designee 

 

 

ACCEPTED BY: _____________________________________ DATE: _____________ 

   Incumbent 


