
HANCOCK PARK DISTRICT 
JOB DESCRIPTION 

 
POSITION TITLE: Program Specialist 
CLASSIFICATION: Grade 6 – Permanent, Part-Time, Non-Exempt 
SUPERVISOR:  Naturalist 
 
RESPONSIBILITIES  
 
The Program Specialist is responsible for planning, developing, conducting, and evaluating 
programs, such as environmental education, cultural history interpretation, and outdoor 
recreation along with general programs and special events.  
 
ESSENTIAL DUTIES 
 

1. Plan, develop, lead, and evaluate programs, such as environmental education, cultural 
history interpretation, and outdoor recreation along with general programs and special 
events for participants of all ages.  
 

2. Plan, develop, lead, and evaluate public programs at a variety of park locations. 
 

3. Plan, develop, lead, and evaluate school programs at park locations and at schools 
(community outreach).  
 

4. Write news releases and perform other program marketing duties as assigned.  
 

5. Assist the naturalist with the development of the Program Department budget and the 
purchasing of program supplies and equipment.   
 

6. Work with and supervise volunteers as needed and record volunteer hours. 
 

7. Assist the naturalist with the implementation of the Program Action Plan as outlined in 
the Strategic and Comprehensive Plan for Programs, Parks, and Recreational Facilities.  
 

8. Engage in continuing education related to the parks and recreation profession.  
 
 
 
 
 
 

Essential duties are not to be construed as all-inclusive.  
Other duties may be required and assigned.  



QUALIFICATIONS:  The minimum education requirements necessary to perform the essential 
duties of this position are typically acquired through a Bachelor’s degree from an accredited 
college or university in Parks and Recreation, Natural Resources and Environmental 
Management, Biology, History or a related field with a minimum of two years of experience in 
program planning, development, and leadership. An equivalent combination of education and 
experience will be considered. The Program Specialist should possess the ability to operate 
proficiently with Microsoft Office, communicate in a clear and professional manner both orally 
and in writing, and demonstrate high professional standards, a progressive program 
management mindset, and a willingness to adapt to and accept new challenges, technologies, 
and opportunities. The Program Specialist should be able to demonstrate excellent 
presentation, customer service, and organizational skills along with the ability to teach to all 
ages and develop and maintain effective working relationships.  
 
WORK ENVIRONMENT & PHYSICAL REQUIREMENTS:  Work regularly occurs in a quiet office 
environment and in the field where noise level is moderate, weather conditions vary from 
normal to extreme, and environmental conditions vary from developed to primitive and 
requires the ability to exert light physical effort, which may involve the lifting, carrying, pushing, 
and pulling of objects and materials weighing 25 pounds.   
 
EMPLOYEE ACKNOWLEDGEMENT 
 
I have read the Program Specialist Job Description and understand the responsibilities and 
essential duties of my position.  
 
_______________________________________   ________________________ 
Signature        Date 


