NOTICE

Wayne County is accepting applications for a Recreation Specialist in the Recreation Department.

Applications are available at the Wayne County Administrator’s Office between the hours of 8:00 a.m. and 5:00 p.m. All applications must be returned to the Wayne County Administrator’s Office no later than March 6, 2026.

A full job description and salary information are available on the County’s website at www.waynecountyga.us.

Wayne County is an Equal Opportunity Employer.

Recreation Specialist                                                                                 

Parks and Recreation

Salary: $ 28,315.95/yr.

JOB SUMMARY

This position performs specialized duties in support of department recreation programs.

MAJOR DUTIES

· Answers telephone and greets visitors; provides information and assistance; refers to appropriate personnel.

· Prepares a variety of correspondence.

· Reviews and processes new hire packets.

· Updates social media sites.

· Prepares weekly financial reports.

· Provides supervision for assigned game play.

· Inputs department payroll data.

· Prepares spreadsheets.

· Inputs registration and rental information.

· Ensures that coaches remain informed of program and schedule changes.

· Performs related duties.

KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of modern office practices and procedures.

· Knowledge of computers and job related software programs.

· Knowledge of departmental policies, procedures and functions.

· Skill in the provision of customer services.

· Skill in public and interpersonal relations.

· Skill in oral and written communication.

SUPERVISORY CONTROLS

The Parks and Recreation Director assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.

GUIDELINES

Guidelines include department and county policies and procedures. These guidelines are generally clear and specific, but may require some interpretation in application.

COMPLEXITY/SCOPE OF WORK

· The work consists of related specialized duties. Frequent interruptions contribute to the complexity of the position.

· The purpose of this position is to provide specialized support for department recreation programs. Success in this position contributes to the effectiveness of those programs.

CONTACTS

· Contacts are typically with co-workers, coaches, volunteers, participants, vendors, and members of the general public.
· Contacts are typically to give or exchange information, provide services, and resolve problems.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, walking, bending, crouching or stooping. The employee frequently lifts light and occasionally heavy objects.

· The work is typically performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· Knowledge and level of competency commonly associated with completion of specialized training in the field of work, in addition to basic skills typically associated with a high school education.

· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.

