
Programming Coordinator 
Municipality of Brockton 
Task List 

 

Summary:  Assesses, initiates and implements all Community Services/recreation programming 
and assists with special event planning throughout the Municipality and throughout 
Municipal facilities. 

Location:  Brockton Class: Full-time, 35 hours per week 
Department:  Recreation Reports To: Director of Community Services 
Remote Work: This position is eligible for remote work Last Updated: September 2022 
Supervises: Community Service Administrative Assistant 

Part-Time Program Instructors 
Part-Time Fitness Instructors 
Seasonal Aquatic Personnel 
Seasonal Day Camp Personnel 

 

Tasks: 
_____________________________________________________________________________________ 
 
Administration 

1. Maintains effective communications with users, staff and volunteers in adhering to department policies 
relation to programming. 

2. Coordinates and schedules programs and programs registration. 
3. Develops, recommends and evaluates annual programs and day camp budget. 
4. Prepares and compiles various reports and proposals. 
5. Assists the Director of Community Services in realizing the department goals and objectives and 

proactive sustainability of programs and services. 
6. Assists with the development of Departmental policies and procedures. 
7. Attends Recreation related Committee meetings as required. 
8. Responsible to maintain and update the Community Services/Recreation Department section of the 

website and social media pages. 
9. Prepares and assists with various grant applications. 
10. Provides input to the budget process. 
11. Oversees the implementation and use of Perfect Mind booking software for the Department. 
12. Receives facility booking requests for minor sport groups and large scale special events and ensures 

that all required information and associated documentation is submitted and correct. 
13. Reviews facility contract related documentation prior to use of facility ensuring certificate of insurance 

and special occasion permits (where applicable) are submitted and payment is received in accordance 
to approved payment schedule. 

Management 
14. Develops, recommends and implements new programs that are inclusive and accessible to 

meet community needs and to increase the use and revenue of facilities. 
15. Develops, recommends and implements marketing strategies for programs. 

Supervision 
16. Responsible for the recruitment and hiring of seasonal aquatic supervisor and staff 
17. Recruits, interviews and hires summer program students, program contractors and volunteer 

program staff. 
18. Responsible for supervising and internal evaluating of seasonal program staff and programs 

contractors. 
19. Identifies the need for program staff and directs volunteers as required. 
20. Ensures compliance with the Occupational Health and Safety Act including the coordination of 

WHMIS training and workplace safety training and practices for aquatic and day camp staff  



21. Coaches, counsels and motivates staff to establish and maintain a team approach to service 
and ensure staff development. 

22. Ensures adequate training for program staff. 
23. Model and implements the HIGH FIVE principles of Healthy Child Development. 
24. Responsible for ensuring public health guidelines and policies are being followed. 

Recreation Programming 
25. Plans, designs and ensures distribution of program and facility brochures and advertisements. 
26. Researches, develops, implements and evaluates recreation programs and special events. 
27. Promotes and encourages the use of municipal facilities and assists in maximizing usage. 
28. Encourages, coordinates and communicates with private or public partners in the delivery and 

funding of Recreation services. 
29. Educates the public on the benefits of healthy active living via sport, recreation, fitness and 

social activities. 
30. Prepares a variety of reports for the Director, Committees, and Municipal Council. 
31. Maintains a variety of records. 

Other 
32. Complies with Municipality of Brockton policies and procedures. 
33. Performs other assigned duties and tasks. 
34. Covers duties of the Facilities and Parks Coordinator in their absence. 

Education/Experience/Skills 
1. Two year Diploma in Recreation or a related field. 
2. HIGH FIVE Principles of Healthy Child Development Certificate from High FIVE National is preferred. 
3. Having or willingness to obtain professional development courses, workshops, certificates or 

designations from provincially recognized associations such as Ontario Recreation Facilities 
Association, Parks Recreation Ontario and Ontario Parks Association is an asset. 

4. Minimum of 3 years related experience in recreation programming in a municipal environment with 
knowledge of facilities, arenas, aquatics, parks, sports fields, trails, related equipment and operations. 

5. Advanced knowledge of recreation program development, administration, management and delivery. 
Demonstrated supervisory experience is required. 

6. Excellent Communication (written, oral and interpersonal) skills. 
7. Superior Customer Service skills. 
8. Ability to deal effectively and courteously in all aspects of the position, including diplomacy, tact, 

discretion and good judgement skills. 
9. Working knowledge of Microsoft Windows and Office (outlook, word, excel, power point) applications 

and facility booking software. 
10. Working knowledge of legislation and best practices as it relates to accessibility and inclusion practices 

in aquatics, fitness and municipal community program settings. 
11. Working knowledge of Occupational Health and Safety Act and its regulations. 
12. Satisfactory Criminal Record and Vulnerable Sector Checks 
13. Posses a valid Standard First Aid/CPR/AED Certificate. 
14. Posses a valid Class “G” Driver’s Licence in good standing. 

Physical/Mental Effort and Working Conditions 
1. Work is typically performed in a standard office environment inside a community centre/arena type of 

facility. 
2. Sitting for long periods of time, standing periodically, walking periodically. 
3. Inputting information regularly, frequent email and telephone communications. 
4. There are constant interruptions, deadlines and changes of priorities. 
5. Customer interaction and service, dealing with difficult people, security situations. 
6. Work some variable hours, (days, evenings, weekend meetings/events, being on call, covering sick and 

vacation time of others, responding to equipment/facility alarms). 
7. Conducts field and facility inspections as required. 
8. Slippery and uneven walking surfaces. 
9. Working near water (pool). 



10. Working in close proximity to others. 
11. Moderate mental attention required due high variety of activities and the processing and interpretation of 

information, involving complexity. 
12. Required to interact politely and effectively with internal and external stakeholders and to respond to and 

on behalf of the Director and CAO. 
13. Work generally has a low risk of injury and exposure to hazards, however must give onsite direction and 

guidance to staff working more directly with more demanding working conditions, risks and hazards. 
14. Wearing of personal protective equipment on occasion as required. 
15. Errors could cause moderate potential for significant monetary loss, moderate potential for major 

embarrassment or loss of credibility due to the profile and public service nature of work. 
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