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CITY OF REDWOOD CITY 
ASSISTANT PARKS, RECREATION AND  

COMMUNITY SERVICES DIRECTOR 
 

 
DEFINITION 
 
Plans, directs, and evaluates programs and services of the Parks and Recreation 
Department with an emphasis on park and landscape maintenance, capital 
improvement projects, and special event administration.  Oversees preparation and 
implementation of the Department's operating budget and applicable Capital 
Improvement budget; plans and administers community events; coordinates assigned 
activities with other departments, and outside agencies; provides highly responsible 
and complex administrative support to the Director; serves as Acting Director in 
Director's absence. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Administrative direction is provided by the Parks, Recreation, and Community Services 
Director. 
 
Responsibilities include direct and indirect supervision of management, professional, 
and administrative support staff, as well as skilled mechanical and maintenance workers 
and temporary/seasonal workers. 
 
EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 
 
1. Direct operations related to park and landscape maintenance. 
 
2. Assists with the development and administration of the department operating and 

capital improvement budgets; monitors revenues; monitors and approves 
expenditures in accordance with City policies and/or grant requirements. 

 
3. Prepares, writes and administers various grant applications to support capital 

projects and other department initiatives, manages finances for grant and 
partnership programs. 

 
4. Manages the Park Impact Fee Funds, calculates expenses, appropriations, 

yearly adjustments, and reporting. 
 
5. Plans, directs, coordinates, and/or reviews the work plan for management, 

supervisory, professional, and support staff; assigns work activities, projects, 
and programs; reviews and evaluates work products, methods, and 
procedures. 
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6. Manages large and complex projects including the annual department capital 
improvement program by coordinating work with other City departments as well 
as other organizations and agencies. 

 
7. Receives and reviews bids from contractors; awards and negotiates contracts 

within policy guidelines; and monitors contractor performance. 
 
8. Serves on Interdepartmental committees and working groups related to 

downtown events, construction and maintenance. 
  
9. Serves as staff liaison on a variety of boards, commissions, and committees; 

prepares and presents staff reports and other necessary correspondence. 
 
10. Provides complex administrative and professional assistance to the Director. 
 
11. Represents the department and/or the City to the public, to other agencies, and 

to regional committees, including conducting public meetings, making 
presentations, and responding to requests for information. 

 
12. Oversees the Special Events Division managing the Special Events Coordinator 

and support staff. 
 
13. Acts as liaison to the sponsors, funders, business partners, foundation partners, 

non-profit partners, etc. 
 
14. Develops and manages budget for Special Events Division including the 

comprehensive revenue matrix to support City special events. 
 
15. Works with management personnel, interpreting policies of the City Council and 

City Manager, establishing department priorities, monitoring performance of 
assigned divisions. 

 
16. Prepares reports for the City Manager and City Council on park construction and 

maintenance activities, special events, and other departmental programs. 
 
17. Ensures compliance with safety and environmental standards and regulations 

related to park maintenance, construction, and public events. 
 
18. Serves as Acting Director in the Director’s absence. 
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JOB RELATED AND ESSENTIAL QUALIFICATIONS 
 

Knowledge of: 
 
Principles, practices and techniques of landscape development, parks and 
landscape maintenance, and community event administration, organization, 
and operation. 

 
Principles and practices of budget preparation and administration (operating and 
capital).  
 
Principles and practices of municipal contract procurement and management, 
grant management, and project management.  
 
Principles and practices of personnel management, employee relations, safety 
and training. 
 
Principles and practices of public relations, communication, and agency relations. 
 
Pertinent local, State and Federal laws, rules and regulations pertaining to 
safety, accessibility, and the environment. 
 
Safe driving principles and practices. 
 
Ability to: 
 
Exercise sound and independent judgment, conduct independent analyses and 
make recommendations on difficult and sensitive issues. 
 
Prepare a variety of written reports and public presentations. 
  
Evaluate operational effectiveness in park maintenance operations; plan and 
implement improvements. 
 
Supervise the work of others, including planning, directing, monitoring and 
evaluating staff. 
 
Select, train and evaluate professional and technical staff. 
 
Communicate clearly and concisely, both orally and in writing. 
 
Build and maintain constructive relationships by promoting effective partnerships 
with department peers, bargaining units, employees, residents, and others 
contacted in the course of work. 
 
Operate a motor vehicle safely. 
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Experience and Training Guidelines: 
Any combination of experience and training that would likely provide the required 
knowledge and abilities is qualifying.  A typical way to obtain the knowledge and 
abilities would be: 

 
 Experience: 
 

  Five years of increasingly responsible experience in the management of 
parks, recreation, and/or community events programs with an emphasis 
on project management, park maintenance,  
 

 Training: 
 

  Equivalent to a Bachelor’s degree from an accredited college or university 
with major course work in public administration, business administration, 
or a related field.  A Master’s degree is desirable. 

 
License or Certificate: 
 
Possession of, or ability to obtain, an appropriate, valid driver's license. 
 
Work Environment: 
Essential duties require the following physical abilities and work environment: 
 
Mobility to work in a standard office setting and use standard office equipment, 
including a computer; vision to read printed materials and a computer screen; 
and hearing and speech to communicate in person, and over the telephone.  
This is primarily a sedentary office classification although standing for 
prolonged periods and walking between work sites may be required.  Finger 
dexterity is needed to access, enter, and retrieve data using a computer 
keyboard or calculator and to operate standard office equipment.  Positions in 
this classification occasionally bend, stoop, kneel, reach, push, and pull 
drawers open and closed to retrieve and file information.  Employees must 
possess the ability to lift, carry, push, and pull materials and objects up to 25 
pounds. 

 
Ability to travel to different locations, including but not limited to park maintenance 
and construction sites, special event locations, andattend evening and/or 
weekend meetings and events. 

 
 
Effective Date:  October 22, 2018  
Bargaining Group:  Unrepresented Executive Management 
Status:  FLSA Exempt / At-Will 
 


