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 city of wheaton

   Demolition Site At
	Division/Department:
	City of Wheaton Parks & Swimming Pool

	Reports to:
	 Park Board & City Council
	Pay Rate:
	$ 16.05-17.30

	Type of position:

 FORMCHECKBOX 
  Full-time      FORMCHECKBOX 
  Part-time      FORMCHECKBOX 
  Contract      FORMCHECKBOX 
  Intern
	Hours:  40 hrs/wk, June – Aug; setup May/June and teardown Aug/Sept, 20 hours/wk. rest of the year
 FORMCHECKBOX 
  Exempt             FORMCHECKBOX 
  Nonexempt



	Summary:

	This employee is responsible for the overall care and management of the City of Wheaton’s Park System, which includes the Swimming Pool, the Skating Rink and the baseball field.  The duties include preparation to open and close the facilities, daily maintenance and employee administration.  Attendance and participation at Park Board meetings is mandatory.

	Duties, responsibilities, & expectations:

	GENERAL
· Plan, organize, and coordinate community aquatics/skating programs and facilities for youth and adults.  The Park manager will recommend pool/rink schedules and fees, advertise information in local communities, coordinate swimming programs, evaluate the effectiveness of programs/services, and work with the recommendations of the Park Board.
· Provide leadership and direction to summer/winter staff.

· Monitor the inventory of supplies and equipment associated with the operation, upkeep, and maintenance of the pool/rink.

· Implement and enforce emergency action plans and facility safety policies.

· Maintain all necessary documentation for business, operations, programming, and staffing.

· Provide and promote excellent customer service standards at all levels of operation.

· Establish and maintain effective working relationships with employees, supervisors, other agencies, and the public.

PRIOR TO OPENING
· Employee Management:  hire, train, and schedule lifeguards/rink attendants; verify and maintain staff certifications.
· Recommend pool/rink schedule and fees to the Park Board; advertise information in local communities.

· Coordinate group and private lesson registration (schedule participants and lifeguards; collect fees).

· Order supplies as needed.

· Prepare Facilities for Opening:  move equipment from storage, coordinate and/or complete repairs, work cooperatively with Public Works Department to fill the pool/rink and calibrate chemicals.
DAY-TO-DAY PARK OPERATIONS
· Swimming Pool & Splash Pool Maintenance:  monitor, document and adjust chemical (including Super Blue, Soda Ash) and temperature levels; backwash; clean strainer baskets and filters.
· Facility Maintenance:  Ensure daily cleaning checklists are completed.
· Enforce safety and health standards.
· Mow and control weeds.

· Employee Management:  supervise, lead and schedule.
· Records Management:  track lessons, temperatures, swimming attendance, relay information to Red Cross.
· Financial Management:  receipt pool pass and concession sales.  Collect deposits from secure depository and deliver to City Hall.
· Order supplies as needed.

· Snow Removal/Flooding of the rink as needed
· Coordination of volunteers/employees to assist with the initial rink set-up
· Other duties as assigned. 

	Knowledge, skills, & abilities:

	KNOWLEDGE OF:

· Preferred:  General knowledge of the principles, practices, rules and procedures of lifeguarding, assisting others in swimming and instruction, and identifying signs of potential injuries.

· Preferred:  Materials and equipment used at pool/rink facilities; calibration of swimming pool chemicals.
SKILLS:

· Required:  Operating minor hand tools.
· Required:  Operating Lawn Mower/Blower/Sweeper

· Required:  Reading chemical measurement levels.

· Required:  Handling and recording money accurately.

ABILITIES:
Required:

· Capacity for superior public relations and communication.
· Speak and/or signal to people to convey or exchange information.
· Swim and lift; assist and rescue other swimmers from the water.
· Must be able to exert up to 150 pounds of force occasionally, and/or up to 50 pounds of force frequently, and/or up 25 pounds of force constantly to move objects. 

· Participate as a team-member of the City of Wheaton, working collaboratively, when needed, with other departments to produce positive outcomes.

· Communicate on a monthly basis with the Park & Recreation Board and appropriately respond to customer/public requests.

· Possess the physical and mental capacity to work under the conditions described in this document and to perform the duties required by the assigned position.

	license and/or certificate requirements:

	· Required:  Valid Minnesota driver’s license.
· Preferred:  Certified Pool Operator License.  If the applicant does not have a CPO license, the position may be awarded contingently until the selected applicant has obtained the license.  The Pool Manager MUST have a CPO in order to fulfill the duties of this position.
· Preferred:  CPR Certification.  Required:  ability to obtain CPR Certification.
· Preferred:  American Red Cross Certification in Lifeguard Training.  If the applicant does not have lifeguard certification, the position may be awarded contingently until the selected applicant obtains certification.  
· Preferred:  Water Safety Instructor License.

	education & experience

	· Required:  High School Diploma.
· Required:  Any combination of education, training, and/or experience that demonstrates the knowledge and skills necessary to exhibit satisfactory job performance.


	working conditions:

	· Environmental Demands:  works indoors, works outdoors, exposure to extreme hot temperature, working at heights, being around moving machinery, exposure to marked changes in temperature/humidity, exposure to dust, fumes, smoke, gases, odors, mists, or other irritating particles, exposure to toxic or caustic chemicals, exposure to excessive noise, exposure to solvents, grease or oil, exposure to slippery or uneven walking surfaces, working below ground, exposure to vibration, exposure to flames or burning items, works around others, works alone, works with others.
· Physical Demands:  sitting, walking, standing, bending, squatting, twisting, grasping, reaching, push/pull up to 25 lbs., lifting up to 50 lbs., carrying up to 25 lbs., eye-hand coordination, eye-foot coordination, driving.
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