SUPPLEMENTAL JOB DESCRIPTION

Classification: Park Manager 111 Function Code:
In-House Title: Park Manager 111 Date Established:_ 8/15/88
Position Number: Date of Last Amendment:
Employee: Supervisor:_Meredith Collins

SCOPE OF WORK: Performs responsible management duties in directing the operation and maintenance
activities of a large state park(s) with recreational activities and related work as required.

ACCOUNTABILITIES:

Recruits, interviews and recommends for hire, trains, supervises, schedules and evaluates 10- 20 employees and
volunteers and related paperwork to staff parks for quality public service. Supervises staff and delegates
responsibilities to achieve management expectations. Provides a positive work environment to support and
motivate employees through regular communication, setting clear expectations, recognizing accomplishments,
providing adequate training, assisting staff, and by establishing and maintaining communication and teamwork at
the park and within the larger parks system. Oversees retail staff and operations to insure appropriate quality and
quantity of goods and compliance with concession agreements and public health laws.

Plans, organizes and evaluates maintenance operations and supplies for Wallis Sands State Beach, Jenness State
Beach and other locations as assigned to efficiently care for state buildings and grounds: Supervises and/or ensures
quality of repairs of plumbing, electrical and building maintenance emergencies to insure quality workmanship and
uninterrupted functioning of the park. Works with regional Supervisor in inspection and oversight of contract work
to ensure compliance with terms and quality control.

Ensures park is maintained to the highest standards of appearance and function including beach cleaning, bathroom
function and appearance, trash collection and removal, sidewalk and parking lot cleanliness, facility condition and
appearance, lawn and landscaping appearance, and sign appropriateness and condition. Performs work as needed to
make sure standard is maintained. Ensures properly functioning infrastructure and supporting equipment. Enhances
visitor experience by ensuring compliance with parks rules, assisting visitors, providing timely response to
complaints, and treating people with respect.

Oversees collection of fees through day use, special use permits, and facility use and concessions. Ensures proper
compliance with cash handling procedures, and appropriate revenue collection for the use of state assets in
accordance with the fee package and other policies. Prepares, monitors and adheres to budgets, schedules and plans
to maximize parks financial and service performance. Prepares regular reports on parks operations, conformance
with budget, and parks condition. Develops innovative solutions to address parks issues. Efficiently schedules and
allocates financial and staffing resources based upon need.

Approves and/or does outgoing correspondence, daily cash reports, payroll, invoices, etc... Ensures compliance
within the area of responsibility with all personnel, payroll, purchasing, human resources, contracting,
environmental and safety policies, procedures, rules and laws. Writes up annual reports of maintenance operations
and inventories to keep accurate and timely records of the park for Headquarters in Concord.

Establishes and enforces park safety policies and checks safety conditions of park buildings and grounds to insure
the well being of public and park employees. Works with regional supervisor to provide safety training and
promote safety awareness and a safety culture.

Maintains positive, productive community, organizational, volunteer, intra-agency and inter-agency relationships
while representing and supporting the State Park’s management priorities. Establishes and maintains positive
working relationships and regular communication with town officials, law enforcement and emergency response
personnel and other state agencies parks boards and commissions and local nonprofit organizations. Serves as the



focal point for communication, coordination and implementation of initiatives and directives for Wallis Sands,
Jenness, and others areas as assigned.

Promote a customer service culture that includes support and assistance to visitors, a friendly atmosphere, timely
responses to complaints, and treating people with respect and creative solutions to address visitor expectations.
Support parks marketing and promotional initiatives.

Works closely with other park Managers to maintain a positive and productive relationship to benefit the Seacoast
region and the State Park system.

MINIMUM QUALIFICATIONS:

Education: Associate’s degree or its equivalent from a recognized college or technical institute with a
major study in business management, parks management, recreation, biological science, natural
resources management, forestry, or a related field. Each additional year of approved formal education
may be substituted for one year of required work experience.

Experience: Two years' experience in park management and operations or related work in the
recreational field. Each additional year of approved work experience may be substituted for one year of
required formal education.

License/Certification: Eligibility for New Hampshire driver's license.
SPECIAL REQUIREMENTS: Must have at least one year of experience directly supervising employees.

DISCLAIMER STATEMENT: The supplemental job description lists the essential functions of the position and
is not intended to include every job duty and responsibility specific to the position. An employee may be required
to perform other related duties not listed on the supplemental job description provided that such duties are
characteristic of that classification.

SIGNATURES:
We have reviewed and discussed the content of the above job description, and certify that it is an accurate reflection
of this position’s duties.

Employee's Signature Date Reviewed
Supervisor's Name and Title: _ Meredith Collins, Regional Park Supervisor
Supervisor's Signature Date Reviewed
Human Resources Representative Date Approved
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3/11/16

Division of Personnel Date Approved




