
 MOULTRIE-COLQUITT COUNTY PARKS AND RECREATION AUTHORITY 

 POSITION DESCRIPTION 

_              

 

POSITION:  PROGRAM COORDINATOR  

 

SALARY:  $28,000 - $32,000  

 

CLOSING DATE: OPEN UNTIL FILLED 

_____________________________________________________________________________    

 

JOB SUMMARY  

 

Under limited supervision, performs administrative and supervisory work in the development, 

coordination and management of programs in assigned area(s) to meet the recreation and leisure 

goals of MCCPRA.  Work involves supervising assigned divisions; planning, coordinating, scheduling 

and executing special events, programs, classes, rentals, and other assigned tasks. Supervises 

applicable part-time and full-time employees, instructors, and volunteers as necessary to accomplish 

Authority goals and assignments. Reports to the Associate Director. 

 

SUPERVISORY DETAILS 

 

• Receives minimum supervision from the Associate Director 

• Expected to work independently 

• Directly responsible for organizing and coordinating special events, leisure activity classes, 

summer programs, senior activities, and facility rentals. 

  

ILLUSTRATIVE DUTIES AND RESPONSIBILITIES 

 

1. Coordinate the development and implementation of a variety of leisure programs for 

MCCPRA to include but not limited to activities for after school, senior citizens, special needs, 

summer programs, and special events.  

 

2. Recruit, interview, recommend, train and supervise all program personnel including part-time 

staff, instructors, and volunteers.  

 

3. Develop and manage the annual programs budget for assigned activities and programs to 

include keeping expenditures within budget and generating revenue through fees, donations, 

grants, or other approved means to assist with program expenses. 

 

4. Assists Division staff in preparing necessary request for bids, solicitation to vendors, and bid 

tabulations assuring compliance with purchasing policies. 

 

5. Schedule facility rentals and insure that activities are properly supervised and facility use 

complies with assigned guidelines. 

 

6. Meet with staff, community representatives, and other partner organizations to identify, 

organize and coordinate special recreation events. 

 

7. Prepare evaluations and financial reports for assigned programs  

 



8. Ensure that all events and programs are adequately promoted to the community through 

speaking opportunities, brochures, news releases, social media and other outlets.  

 

9. Answer phones and assist with other customer service needs in the administrative office. 

 

10. Assumes other duties as directed by the Director. 

 

SUPPLEMENTAL INFORMATION - These ILLUSTRATIVE DUTIES AND RESPONSIBILITIES should 

not be interpreted as all inclusive.  It is intended to identify the major tasks and responsibilities 

of this job. The incumbents may be required to perform job-related responsibilities and duties 

other than those stated above. 

 

PREFERRED COMPETENCIES 

 

To perform the job successfully, an individual should demonstrate the following competencies: 

 

1. Identifies and resolves problems in a timely manner; gathers and analyzes information 

skillfully; develops alternative solutions; works well in group problem solving situations; uses 

reason even when dealing with emotional topics. 

 

2. Develops, manages, and completes projects in a professional and timely manner.  

 

3. Manages difficult or emotional customer situations; responds promptly to customer needs or 

request for assistance; meets commitments 

 

4. Focuses on solving conflict, not blaming; maintains confidentiality; listens well; keeps 

emotions under control; remains open to other ideas and shows willingness to try new things. 

 

5. Speaks clearly and persuasively in positive or negative situations; listens and gets clarification; 

responds well to questions. 

 

6. Writes clearly and informatively; edits work for spelling and grammar; able to read and 

interpret information clearly. 

 

7. Balances team and individual responsibilities; contributes to building a positive team spirit; 

able to build morale and group commitment to goals and objectives; supports each team 

member’s effort to succeed.  

 

8. Inspires respect and trust; treats others with respect; keeps commitments; works ethically and 

with integrity; upholds organizations values. 

 

9. Builds commitment and overcomes resistance. 

 

10. Exhibits confidence in self and others; inspires and motivates others to perform well; 

effectively influences actions and opinions of others; accepts feedback constructively; provides 

recognition for other’s achievements. 

 

11. Takes responsibility for subordinate activities; makes yourself available to staff; solicits and 

applies customer feedback (internal and external). 

 

12. Works within approved budget; develops and implements cost saving measures; contributes 



to profits and revenues; conserves organizational resources.  

 

13. Displays willingness to make decisions; exhibits sound and accurate judgment; supports and 

explains reasoning for decisions; includes appropriate people in decision making process; 

makes timely decisions. 

 

14. Good organizational skills; prioritizes and plans work activities; uses time efficiently. 

 

15. Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality 

and applies feedback to improve performances. 

 

16. Observes safety and security procedures; determines appropriate action beyond guidelines; 

reports potentially unsafe conditions; uses equipment and materials properly. 

 

17. Adapts to change in the work environment; manages competing demands; changes approach 

to best fit the situation; able to deal with frequent change, delays, or unexpected events.  

 

18. Is consistently at work and on time; insures that work responsibilities are covered if absent. 

 

19. Follows instructions and responds to management direction; takes responsibility for own 

actions, keeps commitments, commits to long hours of work when necessary to reach goals; 

completes task on time or notifies appropriate person of alternate plan. 

 

20. Volunteers readily and seeks increased responsibilities; takes independent action and 

calculated risks; asks for and offers help when needed. 

 

POSITION REQUIREMENTS: 

 

• Possess an Associate Degree with a major in Recreation, Leisure Studies or related field 

supplemented by (1) year of responsible experience in programming; or any equivalent 

combination of education, training, and experience which provides the requisite knowledge, 

skills, and abilities for this job.  

• Experience in organizing and supervising public recreation programs preferred.   

• Possess competent skill level in the use of a computer and comfortable with accessing and 

preparing WORD applications.   

• Must possess and maintain a valid driver’s license. 

• Possess or acquire a valid commission in the state of Georgia as a Notary 

• Must be nicotine free and satisfactorily pass a drug screening test prior to employment. 

• Prefer good social media skills 

 

TO APPLY: 

 

Applicants must meet minimum requirements to be considered. Applications may be obtained by 

accessing our website at www.mccpra.com. You may submit your application by fax to 229-668-

2255, by email to sheree.hamilton@moultriega.com, or by mail to MCCPRA, P.O. Box 1749, Moultrie, 

GA. 31776.   

mailto:sheree.hamilton@moultriega.com

