
























Teen Center Supervisor  

City of Commerce

TEEN CENTER SUPERVISOR 

Department: Class Code: 5611 
Revised Date: 

Parks & Recreation 
December 2017 FLSA Status: Non-Exempt 

GENERAL PURPOSE:  Under general supervision, supervises staff, plans and coordinates the activities at a 
City Teen Center and associated recreation programs; oversees program activities, and assures the safety of 
the facility and program participants. 

PRIMARY 
The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all 
employees in this classification, only a representative summary of the primary duties and responsibilities. 
Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, 
position-specific duties. 

DUTIES AND RESPONSIBILITIES: 

• Plans and oversees the day-to-day operations of the City Teen Center; organizes, schedules, develops
and implements community-wide recreation activities, sports programs, athletic contests, sporting
events, games, classes, and special programs and events,

• Assures Teen Center activities meet community needs, and are in compliance with all laws, policies,
regulations, goals and safety standards; duties may vary according to job assignment.

• Plans and develops recreation programs, special events, teen activities and sports & wellness
programs; organizes, promotes and evaluates diversified special events, alternative activities, and
special programs suited to the needs of participants and potential participants.

• Evaluates programs and events for effectiveness and participation levels, assists in the development of
new programs, and recommends program changes; tracks services provided, monitors results, and
generates operational reports as needed.

• Develops and recommends marketing strategies and promotional materials for target audiences.
• Supervises the staff of a City Recreation Center; meets regularly with staff to resolve workload and

technical issues; prepares work schedules and adjust schedules to meet work load demands; plans,
prioritizes and assigns tasks; trains, coaches and instructs as needed.

• Monitors work load, reviews recreation activities, and evaluates and adjusts staffing assignments;
assures that staff maintains safe, playable, and aesthetically pleasing recreation facilities, and adhere to
policies and procedures for efficient and safe operations.

• Supervises program participants, and enforces rules, regulations and safety precautions at indoor and
outdoor recreation facilities; maintains discipline, monitors behavior and resolves issues; monitors
program activities, and assists participants in recreation activities and special programs; reports and
resolves complaints, requests, safety conditions, security issues and illegal activities.

• Maintains accounting and administrative records, manages expenditures, tracks revenue, and monitors
budgets; prepares operational and statistical reports on recreation programs and special events.

• Coordinates Teen Center programs and activities with other City departments, community groups,
service providers, and local community service agencies.

• Inspects facilities and grounds, and identifies conditions needing repair or maintenance.
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Teen Center Supervisor 

JOB DESCRIPTION 
Teen Center Supervisor 

MINIMUM QUALIFICATIONS: 

Education and Experience: 
Bachelor’s Degree in Recreation, Social Sciences, Business or Public Administration, or related field; AND four 
year’s experience in organizing and developing teen related programs; AND 4 years overseeing staff in a 
supervisory capacity. 

• Must possess a valid California Driver’s License, and First Aid and CPR certifications.  May be required to
pass a background investigation; may be required to obtain specific training and technical certifications.

Required Knowledge of: 
• City policies and procedures.
• City policies, rules and regulations governing the conduct and safety of persons using municipal recreational

facilities, programs and equipment.
• Purpose, use and benefits of municipal recreational activities.
• Customer service standards and protocols.
• Community resources and community services programs.
• Record keeping and bookkeeping principles and procedures.
• Occupational hazards and safety precautions

Required Skill in: 
• Supervising and controlling recreation activities and participants.
• Coordinating work activities and training recreation staff and volunteers.
• Promoting and enforcing safe work practices
• Providing effective customer service, and dealing tactfully and courteously with the public.
• Operating a personal computer utilizing standard and specialized software.
• Establishing and maintaining effective working relationships with co-workers and the public.
• Effective verbal and written communication.

Physical Demands / Work Environment:  
• Work is performed indoors and outdoors at City recreation facilities and venues; required to perform

moderate physical work, and lift and carry up to 50 pounds.

Required Licenses or Certifications: 
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