
HANCOCK PARK DISTRICT 
JOB DESCRIPTION 

 
POSITION TITLE: Park Manager East 
CLASSIFICATION: Grade 5 – Permanent, Full-Time, Nonexempt 
SUPERVISOR:  Riverbend Area Manager 
 
RESPONSIBILITIES  
 
The Park Manager East is responsible for assisting with the management of Riverbend 
Recreation Area, Blanchard River Nature Preserve, Jackson Landing, and conservation areas; 
maintaining parks, trails, facilities, buildings, vehicles, and equipment; implementing park 
maintenance standards; developing, recommending, and implementing park improvement 
projects; and supporting programs and services. 
 
ESSENTIAL DUTIES 
 

1. Participate in routine staff meetings and work with the Riverbend Area Manager to 
determine daily and/or weekly operational goals for areas of responsibility. Identify the 
need for training and continuing education and pursue training opportunities.  

 
2. Perform building and facility maintenance activities (e.g., conduct routine building and 

facility inspections including mechanical systems, correct safety issues and make 
miscellaneous repairs, conduct routine water tests to ensure clean and safe drinking 
water (if applicable), clean rental facilities and restrooms prior to and following rentals, 
programs, and special events as needed, and perform janitorial duties and tasks as 
required, such as sweeping, mopping, dusting, cleaning windows, cleaning restrooms, 
removing trash and recyclables, etc.). 
 

3. Perform or otherwise coordinate the maintenance of vehicles and equipment (e.g., 
conduct monthly safety inspections, keep supplies in stock, schedule routine 
maintenance, and develop and implement the service schedule to ensure that vehicles 
and equipment are in good working order). Operate equipment ranging from heavy 
equipment to hand tools.  

 
4. Mow grass, conduct inspections, and initiate repairs and improvements (e.g., buildings, 

trails, trees, facilities, and site amenities, etc.).  
 

5. Assess and coordinate the best way to make repairs and improvements in general, 
manage building and repair projects (e.g., design, make materials list, estimate projects, 
coordinate details, and build), and maintain signs.  
 

6. Manage parking areas, trails, and woodlots (e.g., clear debris, remove snow and ice 
from parking areas, sidewalks, and trails as required, and resurface trails as needed).  
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7. Assist Park Operations Department staff; assign, monitor, and supervise work as 
required; cross-train, and be prepared to fill in for other park managers in their absence.  
 

8. Work with event organizers as directed to help with logistics and the overall use of 
Riverbend Recreation Area for special events.  
 

9. Support the use of rental facilities by providing customer service and coordinating 
details with the main office and support the efficient and effective operation of 
programs, special events, and other services.  
 

10. Take the appropriate steps to enforce and/or raise awareness about park regulations.  
 

11. Prepare and present information to the Riverbend Area Manager for the annual budget 
development process, including operating and capital expenditure requests. Monitor 
spending and manage expenditures in accordance with the approved budget and assist 
the Riverbend Area Manager with the development of proactive solutions to control 
operating costs.  

 
12. Interview, hire, orient, train, supervise, and evaluate staff as directed.  

 
13. Prepare a list of volunteer projects in anticipation of requests and inquiries. Schedule 

and oversee volunteer projects.  
 

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

 
QUALIFICATIONS 
 
A bachelor’s degree in Park Management, Natural Resources, Environmental Sciences, 
Construction Management, or a closely related field and two years of relevant experience in the 
area of park management and hands-on maintenance of parks, trails, facilities, buildings, 
vehicles, and equipment is preferred. However, any combination of education and experience 
that demonstrates the ability to perform the essential duties of the position will be considered. 
The Park Manager East is expected to be proficient with Microsoft Office software applications, 
have the ability to communicate in a clear and professional manner both orally and in writing, 
demonstrate high professional standards and a progressive park management mindset, and be 
willing to accept new challenges, technologies, and opportunities. 
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WORK ENVIRONMENT & PHYSICAL REQUIREMENTS 
 
Work regularly occurs in the field where noise level is moderate, weather conditions vary from 
normal to extreme, and environmental conditions vary from developed to primitive. Work 
requires the ability to exert moderate but not constant physical effort involving some 
combination of climbing, balancing, stooping, kneeling, crouching, and crawling; lift, carry, 
push, and pull objects and materials; operate a variety of equipment, machinery, and tools; 
coordinate eyes, hands, feet, and limbs in performing skilled movements such as operating 
vehicles, and recognize and identify degrees of similarities or differences between 
characteristics of colors, shapes, sounds, and textures associated with job related objects, 
materials, and tasks.  
 
EMPLOYEE ACKNOWLEDGEMENT 
 
I have read the Park Manager East Job Description and understand the responsibilities and 
essential duties of my position.  
 
_______________________________________   ________________________ 
Signature        Date 


