CITY OF CORCORAN
Program Coordinator
POSITION PROFILE
AT A GLANCE
City:
Corcoran, MN
Population:
6,400
Position:
Program Coordinator
40 hours/week

The City of Corcoran is seeking a community
focused and team-oriented individual to
coordinate parks and recreation activities.
This is a new position in response to our
continued growth to gain additional assistance
with recreation programming.
Successful candidates will demonstrate an ability
to understand all aspects of recreation
programming including planning, registration,
scheduling, marketing, and evaluation. Strong
communication skills are important to effectively
coordinate activities between multiple
departments and volunteer groups.

Seasonal
Starting Wage
$15.18/hour

Proposed Recruitment Schedule
Applications Due
January 30, 2022
Initial Interviews
February 15-16, 2022

Second Interviews
February 23 –24, 2022
Anticipated Start Date
May 9, 2022
Please note dates are subject to change.

Recreation programming is coordinated by the City of Corcoran’s Parks and
Recreation Department. Existing programs include youth baseball, youth
soccer, Night to Unite, and Corcoran Country Daze.
This will be an exciting
opportunity for an individual
to take recreation
programming to a new level
and enhance services and
recreation offerings for our
growing community.
Additional opportunities
include exposure to various
park planning projects, Parks and Trails Commission meetings, rental
scheduling, program publicity and promotion, and park maintenance.
MISSION STATEMENT
The City of Corcoran will provide high-quality public services in a cost-effective,
responsible, and professional manner in order to create a preferred environment to
live, work, play, and transact business.

www.corcoranmn.gov

Program Coordinator
THE ORGANIZATION
Employees are under the direction of a Council-Administrator form of
government. The team is comprised of 25 full-time staff members as well
as part-time and seasonal employees.

BECOME A PART
OF THE TEAM
Team Values
•

Flexibility, Adaptability,
Cooperation, and Creativity

•

Community Focus

•

Communication

•

Personal Accountability

Vision Statement
The City of Corcoran will
become a vibrant, connected
community while preserving
its natural character and
agricultural roots.

Or visit www.corcoranmn.gov click
on How Do I, Apply For, and
Employment/Volunteer Opportunities
to view position information and to
download the application.

City
Administrator

Recreation Supervisor

Program Coordinator

Ice Rink Attendants

THE COMMUNITY
Corcoran is a picturesque community located on the western edge of
Hennepin County approximately 20 miles from Minneapolis. Corcoran is
an attractive city of wooded countryside, wetlands, streams, farms and
valleys. Corcoran is primarily a residential community with a population
of approximately 6,400. Housing is composed of single family homes,
farms, hobby farms, and newer subdivisions which offer a variety of
housing options.
A significant portion of Corcoran is used for agricultural purposes.
Corcoran’s land area encompasses 36 square miles. Communities
surrounding Corcoran include Maple Grove, Plymouth, Medina, Loretto,
Greenfield, Hanover, and Rogers.

The City of Corcoran is an
Equal Opportunity Employer

www.corcoranmn.gov

PROGRAM COORDINATOR

City of
Corcoran

Department:
Reports To:
Points:
Grade:
FLSA:
Bargaining Unit:
Revision Date:

Parks and Recreation
Recreation Supervisor
174
4
Part Time, Seasonal
NA
October 2021

Job Summary:
Plans, organizes and coordinates the development and implementation of citywide recreation programs,
activities and special events at the direction of the Recreation Supervisor.
Scope of Impact:
The Program Coordinator works under the supervision of the Recreation Supervisor and receives work
direction from the Recreation Supervisor. This position is expected to perform assigned duties without a
need for significant work direction on daily tasks.
Essential Duties and Responsibilities:
• Under the leadership of the Recreation Supervisor, the Program Coordinator organizes, supervises,
and evaluates a variety of recreation programs.
• Works independently and is responsible for overseeing programs at designated locations. Includes
setting up and taking down at facilities and areas for special events, including weekends and
evenings.
• Responsible for assignment of and return of program equipment and supplies.
• Keeps supervisor and other city staff informed on a timely basis of any development issues and
concerns which may be needed to manage the department in an effective manner.
• Books facility rentals; attends to facility user’s needs, including permits; emails event schedule
weekly to Public Works Department.
• Documents programs and events through photography and videography.
• Publicizes recreation programs and other offerings by creating, producing and/or distributing
printed and electronic materials.
• Assists with the maintenance of playing fields (i.e. removing nets, painting soccer field lines, etc.).
• All other duties as assigned by the Recreation Supervisor.
Minimum Qualifications:
• 18 years of age or older
• Valid driver’s license and good driving record
• Must be able to successful pass background and reference checks
• High School Diploma or GED
• Excellent planning, organizing, implementation, and communication skills
• Ability to work a flexible schedule including evenings
Desired Qualifications:
• Experience in event and program planning
• College student or graduate in the field of Recreation, Parks and Leisure Services, or a related
field.
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PROGRAM COORDINATOR
•

Certification in CPR/First Aid/AED

Knowledge, Skills and Abilities Required for Successful Job Performance:
• Customer service skills including demonstrated ability to build positive relationships with city staff,
employees, supervisors, elected officials, participants, and the public;
• Knowledge of the functions and responsibilities of City Departments, staff, and key community
members;
• Ability to take general direction and complete assignments in a timely and accurate manner;
• Excellent customer service skills;
• Ability to communicate clearly and effectively, both orally and in writing;
• Skilled in the use of common computer programs and standard office equipment, including Word,
PowerPoint, Excel, etc.;
• And interacts well with children.
Physical and Mental Requirements:
Physical effort is medium, with lifting or carrying up to 50 pounds intermittently. Frequent walking,
standing, reaching, sitting, and bending.
Working Conditions:
Work is performed both inside an office and at park facilities. Working conditions are dependent on
weather forecasts and may include occasional inclement weather including heat, humidity, cold, rain,
and wind. May work varied hours, including evenings and weekends, to attend events, observe or
participate in program coordination and respond to user needs.
Some requirements in this job description may exclude individuals who pose a direct threat or significant risk to the health
and safety of themselves or other employees. All requirements are subject to modification to reasonably accommodate
individuals with disabilities.
Requirements are representative of minimum levels of knowledge, skills, and experience required. To perform this job
successfully, the worker must possess the abilities and aptitudes to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an "at will" employment
relationship. The City Administrator retains the discretion to add duties or change the duties of this position at any time.
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