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Recreation Program Coordinator - CLOSES: Thursday October 27, 2022
75 Caso Crossing, St Thomas, ON N5P 3V7, Canada  Req #590
Date Posted:  October 13, 2022

External 
 

THE CORPORATION OF THE CITY OF ST. THOMAS
Parks, Recrea�on and Property Management Department

has an opening for the following posi�on:
 

RECREATION PROGRAM COORDINATOR
(Full Time – CUPE 841)

Pos�ng #590-09-22
 
POSITION SUMMARY:
 
This CUPE 841 posi�on, under the general direc�on of the Supervisor of Recrea�on Facili�es and/or the Supervisor of Parks and
Forestry, is responsible for providing excellence in customer service, organiza�on, implementa�on, and opera�on of current
recrea�on programs, assessing public interest and demographic needs to adjust and/or creates new recrea�on opportuni�es for the
ci�zens of St. Thomas and area.
 
MAJOR TASKS:

Plans, coordinates and implements recrea�on and leisure ac�vi�es, fitness and ac�ve adult and youth programs and events at the Joe
Thornton Community Centre, Memorial Arena, Jaycee Pool, Pinafore Park, Waterworks Park and One Password Park such as: Summer
Day Camps, PD Day Camps, March Break and Winter Camps, Spring Hockey, Winter/Spring/Fall evening and weekend Programs, Drop-
in Programs, and Walking Track.

Oversees program instructors, camp leaders and aqua�c staff ensuring effec�ve communica�on regarding program registra�on,
supplies, and schedules (including shi� changes, sick calls, and vaca�on requests). Follows sick call-in procedures and policies that are
reported directly to the Program Coordinator. Trains new employees on �me and a�endance entries, verifies �mesheets, and makes
necessary adjustments before submi�ng to Supervisor of Recrea�on Facili�es for authoriza�on. Coordinates required Health and
Safety training for program instructors, camp leaders and aqua�c staff.

Acts as liaison between the Supervisor of Recrea�on Facili�es and Summer Day Camp Supervisor and Summer Aqua�cs Supervisor.

Intakes and processes new and exis�ng registra�ons for programs, camps and aqua�cs.

Reconciles and deposits all program, camp and aqua�c revenue and issues online credits and refunds as per policy & procedure.

Acts as liaison to various community organiza�ons and agencies, e.g. Ontario Early Years Centre and Railway City Tourist Associa�on
for the provision of meaningful recrea�on and ac�ve living experiences for our community’s residents.

Assists in the projec�on, recommenda�on and control of budget items related to those opera�onal areas directly assigned.

Solicits sponsorship, adver�sing and dona�ons for programs and events as required.
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Coordinates the marke�ng and promo�on of assigned programs and events including design and placement of approved adver�sing,
newsle�ers, brochures, maps, flyers, manuals, program plans and booklets, radio/print adver�sements, and providing social media
no�ces as required.

Evaluates current programs, makes recommenda�ons for the addi�on of new programs and the removal of unsuccessful programs.

Par�cipates in interviews and recommends part-�me/seasonal program, camp, and aqua�c staff for hire to Supervisor of Recrea�on
Facili�es.

Communicates performance issues to the Supervisor of Recrea�on Facili�es to address as appropriate.

Assists with 50 Plus Hockey program including securing and processing of payments to external �mekeepers and referees, liaising
with execu�ve and crea�ng schedule.

Creates and maintains files, records and reports on du�es and responsibili�es.

This posi�on must be compliant with all provisions of the Occupa�onal Health and Safety Act, related to “Du�es of a Supervisor” and
“Du�es of a Worker”.

Performs other du�es as assigned.

QUALIFICATIONS: 
Two-year Community College diploma in Recrea�on or related discipline. Three (3) years’ experience in the same or a related field, or
an equivalent combina�on of educa�on, training and experience. Experience with program development, presenta�ons, working
with community groups, ethno-cultural and special needs groups.  Previous Municipal programming experience would be an asset. 
Must be proficient with Microso� Office Programs (Word, Outlook, Access, Excel, Publisher, PowerPoint).  Knowledge of grant wri�ng
and digital so�ware would be an asset.  Experience in rental bookings of facili�es and registra�on modules and High Five Cer�fica�on
would be considered an asset. 
 
CONDITIONS OF EMPLOYMENT:
Candidate will be required to successfully complete and submit a Vulnerable Posi�on Criminal Record Search. May be required to
work outside and beyond the normal hours of work, including evenings and weekends. Must possess a valid driver's licence for the
Province of Ontario.  The use of a privately owned vehicle is required.  Carries work phone for the purposes of being available to
address emergencies related to recrea�on programs that may arise outside of the scheduled workday, including being available
evenings and weekends during programming sessions.

Remunera�on Range: $25.36 - $31.70 per hour working 35 hours per week plus a comprehensive benefit package.

Applica�ons must be received on or before Thursday October 27, 2022 at 11:59 p.m.

HOW TO APPLY:
Go to www.s�homas.ca – Employment, Employment Opportuni�es.
Go to Pos�ng Title.
Click the ‘Apply Now’ bu�on.  You will need to create a Login.
Please IMPORT and UPLOAD your COVER LETTER AND RESUME individually (i.e. pdf, word).
ENSURE YOU HAVE ATTACHED ALL YOUR DOCUMENTS PRIOR TO SUBMITTING YOUR APPLICATION. 
Note: You will be required to answer Qualifica�on ques�ons during the applica�on process. 
When your applica�on has been successfully received through Dayforce, you will receive an email from no�fy@dayforce.com sta�ng
“Congratula�ons, your applica�on has been successfully submi�ed.”

All prospec�ve employees, volunteers and students will be required to provide an acceptable “Criminal Record Search” as a condi�on of
employment and prior to commencing employment. 
 
Although we appreciate all applica�ons received, only those selected for an interview will be contacted. 
 
Personal informa�on for this posi�on is collected under the authority of the Municipal Act, R.S.O. 2001, as amended.

The City of St. Thomas is an equal opportunity employer.  Accommoda�ons are available for all parts of the recruitment process.  If you

http://www.stthomas.ca/
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require accommoda�on to apply or if selected to par�cipate in an assessment process, you must provide your accommoda�on needs in
advance.  Ques�ons may be directed to the Human Resources Department at 519-631-1680 ext. 4146.

Other details

Pay Type  Hourly

Apply Now
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