1- 20- 89 PARK SERVI CES SUPERVI SOR, 2426

Summary of Duti es: Drects the operation of the Park Services Section
whi ch includes Pay Tennis program Friendship Auditorium QGace E
Sinons Lodge and Travel Town Museum and assi st the Admnistrative
Services Dvision in the regul ation of privately-operated concessions
at Gty parks and recreational areas; and does rel ated work.

D sti ngui shing Feat ures: An enpl oyee of this class is the

adm ni strative head of the Park Services Section of the Recreation and
Parks Departnent. A Park Services Supervisor is responsible for:
recommendi ng, pronoting, directing, collecting and depositing fees for
G ty-owned commercial enterprises in the Giffith Region; determning
reasonabl e prices and fees for services and products under hi s/ her
control; stinmulating public participation which will result in a
profit to the Aty; naintaining high standards of public service,
since the nunber and variety of commercial activities and the anount
of revenue derived are considerable; and collecting, recording, and
deposi ting concession rentals and taxes collectively totalling several
mllion dollars per year. Decisions to charge a fee for recreation
anusenent or service facilities outside of Park Services Section are
made by others, but the Park Services Supervisor nmay be consulted
regarding the feasibility of charging fees and the business operation
of such facilities.

Exanpl es of Duties: Supervi ses the operation of the Park Services
Section which includes: Pay Tennis Program Gace E S nons Lodge,
Friendshi p Auditoriumand Travel Town; responsibility for collecting
and depositing nonthly concession rent; responsibility for issuing
vendi ng nachi ne permts; and marketing which includes advertising, and
preparation of brochures, newspaper and nagazi ne ads.

Prepares budget requests fromestimates nade by subordinate

supervi sors; review requests by subordi nate supervisors for supplies,
materials, equi pnent, and personnel for need, availability of funds,
and conformance with Departnent plans and policies; establishes and
supervi ses the mai ntenance of a systemof internal control to | essen
the possibility of theft or msappropriation of nerchandi se or cash by
enpl oyees; devises and instigates neans to i nprove the efficiency,
service, and profit of Gty-operated conmercial enterprises; reviews
and approves recomendati ons of subordi nate supervisors for the

sel ection, assignment, transfer, training, and termnation of al

enpl oyees in the Park Services Section, Pay Tennis Program Lodges and
Travel Town.

Col | ects several hundred thousand dollars in nonthly concession rental
checks and taxes; generates nonthly rental reports for Departnment
Accounting, Admnistrative Services, and Concession Qperators; deposit
rental checks and taxes; provide nonthly billing services to
concessi onai res.

Provide field inspection services of concession facilities. Prepare
i nspection reports. Advise Concessions Adm nistrati on of problens



and/ or i nprovenents needed. Provi de on-going nonitoring of various
concessi on operations and servi ces.

Qualifications: A thorough know edge of the principles, nethods,
procedures, and practices of nodern business nanagenent; a thorough
know edge of the rules, regulations, procedures, and policies of the
Recreati on and Parks Departnment relating to commercial activities; a
t hor ough know edge of the nethods, problens nerchandi se, suppli es,
materi al s, and equi pnent involved in the operation of food and
beverage stands and anusenent facilities; a good know edge of the
various types of commercial enterprises that nay be operated at Gty
parks and recreational areas; a general know edge of purchasing,

st orekeepi ng, and stock control nethods; an general know edge of Q vil
Service Rul es; sonme know edge of the |egal and practical aspects of
nmuni ci pal | eases, contracts, agreenents, and tenant rel ationships;
sonme know edge of nunici pal budgeting nmethods; the ability to

i nvestigate, assenble, and anal yze data and prepare reports and
recommendations; the ability to fornmul ate and recommend new pol i ci es
and procedures; the ability to organi ze and supervi se the work of a

| arge nunber of people engaged in comrercial activities; the ability
to deal tactfully and effectively with the public, concessionaires,
vendors, and enpl oyees; and the ability to inspire confidence, accept
responsibility, use initiative, judgenent, and common sense, influence
ot hers, produce new i deas, and denonstrate industry, dependability,
and | oyal ty.

Six years of full-tinme paid supervisory experience in the operation of
refreshnent, anusenment, or service facilities.

License: Awvalid California driver's license required prior to
appoi nt nent .

Physi cal Requi renents: Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; and good speaki ng and
hearing ability.

Persons with nedical limtations may, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's |limtations.

As provided in Gvil Service Commssion rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
posi tion shall be.



