
HANCOCK PARK DISTRICT 
JOB DESCRIPTION 

 
POSITION TITLE: Park Operations Manager 
CLASSIFICATION: Grade 2 – Permanent, Full-Time, Exempt 
SUPERVISOR:  Director 
 
RESPONSIBILITIES 
 
The Park Operations Manager is responsible for managing the day-to-day operation of the Park 
Operations Department by supervising activities and staff engaged in managing and 
maintaining parks, nature preserves, conservation areas, recreation areas, trails, facilities, 
buildings, and equipment; conducting routine inspections and evaluations to ensure safety, 
quality, and a high standard of maintenance, while also ensuring that parks, trails, and facilities 
are attractive and functional for visitors; contributing to the overall Park Operations 
Department labor force by participating in hands-on maintenance activities; and performing a 
variety of administrative tasks in support of park operations.  
 
ESSENTIAL DUTIES 

 
1. Communicate, emphasize, and encourage the meeting of expectations (e.g., essential 

duties and responsibilities outlined in job descriptions, performance evaluation criteria, 
operational procedures in the Personnel Manual, policies in the Policy Manual, Park 
Maintenance Standards, goals, and special projects).  
 

2. Support Park Operations Department personnel (i.e., help them get what they need to 
do their jobs in an efficient and effective manner and be productive). Empower them to 
do their jobs. Encourage ownership.  

 
3. Perform administrative work (e.g., planning, budgeting, inventory of equipment, 

materials, and supplies, purchasing, conducting annual performance evaluations, public 
speaking, meetings, etc.).  

 
4. Assign and schedule work, be aware of what is happening, monitor work results, 

evaluate performance, and take corrective action. Ensure accountability.  
 

5. Manage the delivery and pick-up of portable toilets, monitor the condition of portable 
toilets, ensure a frequent cleaning schedule, and communicate with the vendor as 
needed.  
 

6. Identify and coordinate activities of the Safety and Health Committee according to the 
Policy for Safety and Health.  
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7. Contribute to the overall Park Operations Department labor force by participating in 
hands-on maintenance activities in coordination with park managers and park 
maintenance technicians or as needed (e.g., vegetation removal, identify and 
coordinate the removal of dead trees and limbs, hazardous trees, and tree stumps (and 
assist with in-house tree removal and chainsaw work), handle daily duties in the 
absence of park managers and park maintenance technicians (including weekend work), 
and install signs, etc.).  
 

8. Conduct an annual Hazard Assessment (either directly or via delegation) of both 
maintenance facilities and other applicable facilities. Identify tasks that are hazardous 
without the use of Personal Protective Equipment (PPE), determine if the required PPE 
is present, and ensure that employees know how to use the required PPE properly. 
Ensure the availability of and proper use of PPE through purchasing and training.  

 
9. Identify the need for cross-training, training, and continuing education, and coordinate 

training activities.  
 

10.  Establish and maintain open lines of communication.  
 

11.  Meet with the director on a regular basis, as needed, and upon request to discuss park 
maintenance, park management, and park improvement projects. Based on the 
outcome of those meetings, take the necessary steps to put something in effect, 
implement a task, or complete a project by accurately and positively communicating 
directives to Park Operations Department personnel.  
 

12.  Manage personnel, such as interviewing, hiring, onboarding, training, supervising, and 
evaluating Park Operations Department staff, interns, and volunteers. Handle 
disciplinary issues and all related documentation in a prompt, consistent, and accurate 
manner. Review timesheets and leave requests for accuracy prior to approval and 
submittal.  
 

13.  Conduct annual performance evaluations and make sure that park managers are 
conducting performance evaluations and exit interviews for all seasonal park laborers.  

 
14.  Delegate responsibility and oversee the planning and implementation of the Hunting 

with Permission Game Management Program, including the annual hunting lottery.  
 

15.  Coordinate the activities of Park Operations Department staff with those of Program 
Department staff and other Hancock Park District staff to support the efficient and 
effective operation of programs, special events, and services. Coordinate the set-up, 
take-down, and overall logistics associated with special events. Ensure that rental 
facilities are available, safe, and clean for park visitors.  
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16.  Delegate responsibility and oversee the preparation of Zonta Landing Boat Rentals (e.g., 
boat delivery and storage, dock installation and removal at Zonta Landing and Eastpoint 
Area, building repairs, and grounds maintenance) in coordination with the Program 
Department.  

 
17.  Delegate responsibility and oversee the preparation of the Raccoon Run Winter Sports 

Center (e.g., grooming trails, setting tracks, evaluating conditions, and maintaining the 
building) in coordination with the Program Department. Assign staff to help the 
Program Department operate ski and snowshoe rental upon request.  

 
18.  Delegate responsibility and oversee the interior and exterior cleaning of the Richard S. 

“Doc” Phillips Discovery Center, Hancock Park District Administrative Offices, River 
Landings Maintenance Facility, Activity Barn, McKinnis House, Riverbend Maintenance 
Facility, Brugeman Lodge, and other applicable buildings, shelters, and pavilions, 
including routine cleaning schedules, carpet, floor, windows, mats, and the use of 
independent contractors, etc.  
 

19.  Take the appropriate steps to inform, educate, and encourage voluntary compliance in 
regards to park regulations, and enforce compliance (when necessary) by contacting 
the Hancock County Sheriff’s Office or the Findlay Police Department.  
 

20.  Serve as a member of the Management Team, which requires involvement with a wide 
range of issues and topics across the broad spectrum of Hancock Park District 
operations.  
 

21.  Comply with and maintain the following national park and recreation standards: 
Maintenance and Operations Management Plan (i.e., Park Maintenance Standards), 
Facility Legal Requirements, Preventive Maintenance Plan, Recycling, Fleet 
Maintenance Plan, Agency-Owned Equipment and Property, Maintenance Personnel 
Assignment, and other standards that may be assigned.  

 
Essential duties are not to be construed as all-inclusive.  

Other duties may be required and assigned.  
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QUALIFICATIONS 
 
Graduation from an accredited four-year college or university with a degree in Park 
Management, Natural Resources, Environmental Science, Construction Management, or a 
closely related field and a minimum of two years of relevant experience in the area of park 
operations management, staff supervision, park management, natural area stewardship, 
construction, and hands-on maintenance of grounds, buildings, facilities, vehicles, and 
equipment is preferred. However, any combination of education and experience that provides 
the required knowledge, skills, and abilities will be considered. The Park Operations Manager 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.  
 
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 Operations Manager Job Description and understand the responsibilities 
and essential duties of my position.  
 
_________________________ _________________________ __________________ 
Name (please print)   Signature    Date 
 


