NOW HIRING!
General Manager

Arcade Cree
——T —Racreation and Park District

SALARY & BENEFITS:

o Full time, exempt

o Vacation, sick & paid holidays

o District paid medical, dental &
vision (for employee)

e CalPERS Retirement

REQUIREMENTS :

o Current or former management
experience, customer service,
planning,policy, and recreational
program administration.

o Bachelor's degree in recreation
management, business or public
administration, or another related field
(master's degree preferred). Equivalent
experience may be used in the absence
of a degree.

e Please visit our website below for
more details.

WWW.ACRPD.COM

APPLY NOW:

For consideration please
submit your application, cover Scan Here
letter and resume to i
gwilson@acrpd.com
by April 15, 2024.



https://www.acrpd.com/employment-and-volunteer-opportunities

Arcade Creek Recreation and Park District

POLICY TITLE: Job Description, General Manager
POLICY NUMBER: 2900

SALARY RANGE: Negotiable within a board approved scale

This position requires the candidate to work in-office and within a feam
environment.

SUMMARY:

Under the direction of the Board of Directors, the General Manager is responsible
for overseeing the overall daily operations and strategic direction of Arcade Creek
Recreation and Park District (ACRPD). The General Manager is considered the
executive officer for the district and fills the role of Clerk of the Board. Additionally,
the General Manager ensures the office operates smoothly, efficiently, securely,
and effectively. This position requires the candidate to work in the district’s office
while frequently visiting other District properties, and to effectively manage a
diverse team. The General Manager is employed on an at-will basis and may be
terminated with or without cause and with or without notice at any fime by the
district.

ESSENTIAL FUNCTIONS:

e The General Manager will work closely with staff, stakeholders, and the
ACRPD Board of Directors to ensure the effective management of all parks,
facilities, nature trails, and programs that align with ACRPD’s mission and
goals.

e Recruit, train, mentor, supervise, and evaluate staff and volunteers to ensure
a high level of performance.

e Develop policies, procedures, and standards to ensure goals are met and
programs are effective.

e Acts as ACRPD’s spokesperson with the media and pubilic.

e Plans and directs the acquisition, development, maintenance, and
protection of real and personal property, equipment, and facilities.

e Monitors changes in laws, regulations, and technology that may affect
ACRPD operations and advises the board on needed amendments to
policy.

e Responds to difficult and sensitive public inquiries, complaints, and claims.

e Assists with ACRPD special events as needed. Supervise all park
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maintenance, development, and ACRPD facilities.

Review and approve all claims, invoices, and payroll.

Prepare agenda items and reports for monthly board meetings.

Advises the ACRPD Board of Directors on issues, financial status, and
programs; prepares and recommends short- and long-term plans.

Prepare ACRPD budget(s) in coordination with the Treasurer, finance
committee and other staff for ACRPD Board consideration and approval.
Collaborate with the Board of Directors and other stakeholders to develop
and implement strategic plans, goals, and other objectives for ACRPD.
Develop a diversified recreation program, including partnerships with
neighboring park districts, school districts, and other agencies.

Oversee the day-to-day operations of parks, facilities, and program:s,
ensuring they are well-maintained, safe, and accessible.

Foster strong relationships with the local community, government agencies,
and other organizations to enhance collaboration and partnerships.
Organize, participate, and represent ACRPD in community events,
workshops, and outreach activities to promote ACRPD programs and
amenities and to engage the community.

Interpret ACRPD policy for bid processes, revenue streams, and construction.
Administer ACRPD policies adopted by the Board of Directors.

In accordance with existing applicable policies, negotiate, review, and
approve service, construction, and maintenance contracts.

Act as Project Manager for all non-minor acquisition, construction, and
repair projects.

Research, draft, and administer grant applications and related materials.
Provide recommendations on issues presented to the Board of Directors.
Participate in the development and review of the ACRPD’s Master Plan.
Performs other related duties as directed by the Board of Directors.

REQUIRED SKILLS/ABILITIES:

Visionary leader with a passion for recreation and community engagement.
Knowledge of public agency budgeting, procurement, and contract
administration.

Ability to analyze and evaluate programs, projects, policies, and
procedures.

Operational knowledge of the rules and regulations governing the conduct
of public meetings, including California’s Brown Act.

Excellent communication and organizational skills.

Strong attention to detail.

Ability to work collaboratively with a diverse staff and public.

Ability fo communicate clearly, concisely, and effectively, both orally and in
writing in the English language.

Ability to prepare and make effective and persuasive presentations to the
public, District staff, Board of Directors, outside agencies, neighborhood
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associations, etfc.
e Ability to understand and apply District and departmental policies and
procedures.
e Ability to work with complex spreadsheets and supporting documents.
e Ability to allocate financial and fime resources in a cost-effective manner.
Ability to interpret, explain, and ensure compliance with applicable federal,
state, and local laws.
Ability fo adapt to new or changing processes quickly and efficiently.
Ability to problem solve, using data analytics.
Strong computer skills required with proficiency in MS Office.
Proven ability to manage multiple projects while maintaining strict attention
to detail.
Budget and general administrative procedures.
e Possession of or ability to obtain a valid class C California driver's license.

EDUCATION AND EXPERIENCE
e Current or former management experience, customer service, planning,
policy, and recreational program administration.
e Bachelor's degree in recreation management, business or public
administration, or another related field (master’'s degree preferred).
Equivalent experience may be used in the absence of a degree.

SUPERVISORY RESPONSIBILITY:
Oversees ACRPD staff and receives policy direction from the Board of Directors.

WORK ENVIRONMENT:

This job is primarily performed in an office using common office equipment. Some
work is performed outside in heat/cold, wet/dry, and or humid/arid conditions.
Some work may require travel by personal automobile or public transportation.
May require work into the evenings and on weekends.

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.
While performing the duties of this job, the employee is regularly required to talk or
listen. The employee is frequently required to stand, walk, step up, reach, twist and
turn, kneel, bend, squat, grasp, and make repetitive hand movements in the
performance of their daily duties. The ability to lift paper and equipment weighing
25 pounds, or more, is required.

TRAVEL:

This position requires frequent local travel between different park locations within
the district and occasional travel for ACRPD business conducted at the
Sacramento County Office, banks, and other commercial establishments. Board-
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approved fravel within the state of California may occur for ACRPD business or
professional development.

OTHER DUTIES:

Please note this job description is not designed to cover or contain a
comprehensive list of all job functions. Duties and responsibilities may change at
any time with or without notice.

JOB TYPE:
Full-time, Exempt

BENEFITS:

Vacation, sick leave, and paid holidays as provided to the class of Full-Time
employees per board-approved policies. District paid medical, dental, and vision
as offered to full fime employees. Retirement benefits include contributions
towards social security and the district participates in the CalPERS retirement
program.

SCHEDULE:
Standard business hours (generally M-F, 8-5) with some evening and weekend work
required.
PRE-EMPLOYMENT CONDITIONS:
e Adult and Pediatric Basic Life Support, CPR, AED + First Aid.
e Department of Justice fingerprint clearance.
e Medical exam and drug testing clearance.

EQUAL OPPORTUNITY STATEMENT:

In accordance with the requirements of title Il of the Americans with Disabilities Act
of 1990 (“ADA"), the Arcade Creek Recreation and Park District will not
discriminate against qualified individuals with disabilities on the basis of disability in
its services, programs, or activities. Further, the District does not discriminate based
on race, color, national origin, ancestry, sexual orientation, political affiliation or
beliefs, religious affiliation or beliefs, sex, age, disability status, marital status, or
pregnancy.
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ARCADE CREEK RECREATION AND PARK DISTRICT

4855 Hamilton Street, Sacramento, CA

Email: acrpd@arcadecreekrecreation.

95841
com

(916) 482-8377  Fax (916) 483-1320

EMPLOYMENT APPLICATION

PERSONAL INFORMATION DATE

NAME (Last, First, M)

PRESENT ADDRESS (Street, City, State, Zip)

PERMANENT ADDRESS (Street, City State, Zip)

PHONE NUMBER EMAIL:
ARE YOU LEGALLY ELIGIBLE BY
EMPLOYMENT DESIRED

DATE YOU SALARY
POSITION CAN START DESIRED

IF SO MAY WE INQUIRE
ARE YOU EMPLOYED NOW? OF YOUR EMPLOYER?
EVER APPLIED TO THIS COMPANY BEFORE? WHEN? POSITION?
EDUCATION

NAME AND LOCATION OF SCHOOL GRADUATED?  MAJOR SUBJECTS AVG GRADE

GRAMMAR SCHOOL
HIGH SCHOOL
COLLEGE

TRADE, BUSINESS OR

CORRESPONDENCE
SCHOOL

SUBJECTS OF SPECIAL STUDY OR RESEARCH WORK

CERTIFICATIONS/LICENSES

(CONTINUED ON OTHER SIDE)




FORMER EMPLOYERS (LiST BELOW LAST FOUR EMPLOYERS, BEGINNING WITH PRESENT OR MOST RECENT)

DATE
MONTH AND YEAR

NAME AND ADDRESS OF EMPLOYER

SALARY

POSITION REASON FOR LEAVING

FROM

TO

FROM

TO

FROM

TO

FROM

TO

REFERENCES (GIVE THE NAMES OF THREE PERSONS NOT RELATED TO YOU WHOM YOU HAVE KNOWN AT LEAST ONE YEAR)

NAME

ADDRESS

YEARS
BUSINESS ACQUAINTED

IN CASE OF EMERGENCY, NOTIFY (NAME)

ADDRESS

PHONE

I AUTHORIZE INVESTIGATION OF ALL STATEMENTS CONTAINED IN THIS APPLICATION. | UNDERSTAND THAT MISREPRESENTATION OR
OMISSION OF FACTS CALLED FOR IS CAUSE FOR DISMISSAL. FURTHER, | UNDERSTAND AND AGREE THAT MY EMPLOYMENT IS FOR NO
DEFINITE PERIOD AND MAY, REGARDLESS OF THE DATE OF PAYMENT OF MY WAGES AND SALARY, BE TERMINATED AT ANY TIME
WITHOUT ANY PREVIOUS NOTICE.

DATE

SIGNATURE

DO NOT WRITE BELOW THIS LINE

INTERVIEWED BY

DATE

REMARKS:

NEATNESS

ABILITY

HIRED POSITION

WILL REPORT

SALARY
WAGES

APPROVED: 1

2

3

E.MPLOYMENT MANAGER

DEPARTMENT HEAD

GENERAL MANAGER
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