[image: image1.png]


City of Klamath Falls, Oregon
Job Description

PARKS SUPERVISOR
______________________________________________________________________

DEPARTMENT/DIVSION: 
Public Works/Development Services: Parks
GRADE: M-1
GROUP: Non-Represented

FLSA STATUS: Exempt




EFFECTIVE DATE:  April 2018


______________________________________________________________________

SUMMARY








The Parks Supervisor manages, supervises, and coordinates the maintenance and development of City parks and open space; coordinates assigned activities with City staff and outside agencies; provides highly responsible administrative support to the Parks and Recreation Director; and plans, organizes, and directs maintenance and renovation for all city parks, landscaped areas, and recreational sites.  Ensures continuous cost-effective service, consistent with the needs of the community and customer service standards. The Parks Supervisor reports directly to the Parks Manager.  Parks Maintenance Workers and any seasonal/temporary employees in the Parks Division will report to this position.

EXAMPLE OF DUTIES 

Duties may include, but are not limited to, the following:
· Perform related duties as required.

· Maintain effective relations with a variety of community organizations, groups and the public; work closely with other departments and city staff to provide comprehensive services to city residents.

· Interpret, explain and enforce park regulations, ordinances and policies to staff, contractors, representatives from other agencies, and the public. 

· Develop maintenance standards for the parks division to ensure cost-effective, quality maintenance service delivery.

· Oversee the maintenance of existing improved park and landscaped areas and the development of new or renovated park sites; inspect safety aspects of maintenance or development projects.

· Develop, implement, and update a seasonal maintenance calendar. Track reservations for recreational facilities

· Turf maintenance: soil preparation and planting; fertilizer application; weed and pest control; mowing; and aeration

· Shrub and tree maintenance: pruning; installation; fertilization; and pest control

· Irrigation: installation, operation and maintenance

· Building: painting, remodel, or rehabilitate. Perform other construction or maintenance duties, as needed

· Paths and trails: construct, repair, rehabilitate and maintain

· Participate in the selection of consultants and contractors, including providing input on construction, installation, remodeling or rehabilitation of building, grounds, irrigation, and landscaping

· Ensure compliance with playground standards

· Equipment operation and maintenance 

· Operate equipment necessary to install and maintain parks, landscaping and irrigation.

· Perform routine inspection and maintenance necessary for efficient and safe operation of equipment.

· Coordinate repair of equipment with Fleet Services Division.

· Ensure that safety programs and training meeting OSHA, OR-OSHA requirements are administered.

· Assist in the formulation of safety procedures and precautions during special project planning.

· Monitor on-site safety practices and make necessary adjustments to work procedures as condition change.

· Develop budgets for Parks related expenditures.

· Approve all purchases related to Parks maintenance.

· Monitor Parks related budgets.

· Ensure compliance with State contracting and purchasing procedures

· Acknowledge customers when they enter a city facility by greeting them with a smile and positive tone of voice whether in person, on the phone or in email.    

· Gather necessary information to assist the customer.  Where possible, handle issues/questions/requests without transferring customer to someone else.  

· Seek out answers to questions first; if unsuccessful provide name/contact information of someone who can assist.   

· Listen, understand, and clarify to gain in depth understanding of the needs to ensure they are being met.  

· Address difficult or contentious issues in a constructive manner.

· Be positive and enthusiastic when speaking with customers.    
· Be courteous and polite.

· Treat customers with dignity and respect.    

· Understand customer’s expectations and treat them as a priority.  

· Actively listen and give customer undivided attention.

· Appreciate differing perspectives, opinions, and needs.

· Demonstrate rCity values: respect, communication, integrity, teamwork, and family.  

· Provide prompt and reliable service.

· Respond to phone/email as soon as possible.

· Follow through in a timely manner on commitments made to customers and provide estimated timeline for completion.  

· Change voicemail and email when out of office/unavailable and provide alternate contact person for customers.  

· Demonstrate a “can-do” approach.

· Exhibit problem-solving skills leading to sound judgment and quality decisions.

SUPERVISORY RESPONSIBILITIES



This is a supervisory position.  The person is responsible to supervise the Parks Maintenance Workers and any seasonal/temporary employees in the Parks Division will report to this position.  Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws. Responsibilities include involvement in interviewing, hiring, and training employees; planning, assigning and directing work; appraising performance; rewarding and disciplining employee; addressing complaints and resolving problems.
· Assign work to crew members

· Ensure appropriate and safe work methods and practices are used

· Review crew time records for accuracy

· Review work of crews for quality and completeness.

· Ensures that personnel policies are administered appropriately

· Participate in the hiring and promotion of staff

· Mentor, train and motivate personnel

· Conduct annual performance review of staff evaluation
QUALIFICATION REQUIREMENTS




Education and/or Experience:

Associate degree in administration, landscape architecture, horticulture, or a related field and at least two years of experience in parks and landscaping development and maintenance.

-OR-
High school diploma or GED and five years of experience in administrative and/or supervisory experience in parks and landscaping development and maintenance.

Licenses and Certification:

Must possess and maintain a valid Oregon Driver’s License. Must obtain an Oregon CLASS B Commercial Driver’s License within six (6) months of hire.

Desired:  

Arborist Certification

PRE-EMPLOYMENT





Job offers for this position are contingent on the individual passing a background check, pre-employment drug screen and verification of all required certificates.  

KNOWLEDGE, SKILLS and ABILITIES




· Knowledge of principles and methods of landscape design and   maintenance, and of equipment used in landscaping and maintenance.

· Knowledge of principles of budget monitoring and control.

· Knowledge of and ability to apply sound safety practices.

· Ability to read and interpret drawings, plans, and contracts.

· Ability to participate in the development and administration of division goals, objectives, and procedures.

· Ability to communicate effectively, both orally and in writing.

· Ability to learn city procedures, regulations, and requirements with respect to procurement, safety, operations and organization.

· Thorough knowledge of methods, materials, tools, equipment and procedures for operation, maintenance, repair, construction and inspection of: buildings, landscape, recreation fields and playground equipment.

· Thorough knowledge of and ability to independently apply or perform the safety standards, practices, and procedures relating to the operation, maintenance, repair, construction and inspection of Parks facilities.

· Ability to develop a positive working environment and effectively utilize city resources.

· Ability to mentor and motivate staff.

· Work independently. Decisions most often made in the course of work include those related to the performance of work in an efficient, safe, and healthful manner for crew and citizens.

· Use Tools/Equipment:  Pickup truck, utility vehicles, large and small dump trucks, man-lift, tractors, roller, plate compactor, chainsaw, cut-off saw, torch, pumps, compressor, trencher, back hoe, crane, hand tools and power tools. Out-front rotary mower, walk-behind mower, large tractor with loader and attachments, building and construction tools, garden tractor with attachments.

PHYSICAL DEMANDS




  
· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions.

· While performing the duties of this job, the employee is regularly required to sit, stand, and walk; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; and talk or hear.  Ability to bend, stand, stoop, crawl, pull, push and kneel.  

· The employee must occasionally. Lift up to 50 pounds and push/pull up to 150 pounds.
· Driving city vehicles including pick-up trucks, dump trucks, and other equipment required. Operate power tools and equipment. Perform work in traffic median strips. 

WORK ENVIRONMENT





The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions.  The duties of this position are performed in variable temperatures and weather conditions.  Work is performed in the field at all city grounds, facilities, roads/streets and right-of-way regardless of weather conditions. The field work occurs in (outdoors) developed areas as well as areas which are under construction.
The noise level in the work environment ranges from quiet to loud.

The City of Klamath Falls is an Equal Opportunity Employer (EOE).  In compliance with the Americans with Disabilities Act (ADA), the City of Klamath Falls will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer. 
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