
 
 
 
 

 

EMPLOYMENT OPPORTUNITY 
#24-13 – Specialist, Recreation Operations (Full-Time) 

Department of Library, Community & Recreation Services  
 

Reporting to the Director, the Specialist, Recreation Operations plays a pivotal role in ensuring the safe and efficient 
operation of the Town’s recreational facilities and services. This position oversees the day-to-day management and 

coordination of the myFM Centre and Ma-te-Way Park, sports fields, and playgrounds, ensuring they are safe, efficiently 
operated and accessible to the community.   

 

Competency Profile: 
 

• Degree or diploma in recreation, leisure services, sports management, facility management, or related discipline 

• At least two (2) years relevant municipal recreation operational experience 

• Completion, or willingness to obtain Parks and Recreation Ontario (PRO) and Ontario Recreation Facilities Association 
(ORFA) training and accreditation.  

• Playground Inspection Certification desirable.  

• Municipal recreation experience required, including programs and facilities 

• Supervisory experience required, including a unionized environment 

• Proficiency in a Microsoft Office environment, including booking software 

• Strong interpersonal and communication skills, with ability to interact effectively and courteously with team members, 
partner organizations, volunteers and the public 

• Self-directed with demonstrated experience working in a fast-paced environment 

• Highly development organizational, project management, communication, and interpersonal skills, with the ability to 
cope with competing demands and multiple tasks 

• Valid Ontario “G” class driver’s license and First Aid/CPR 
 

Position Responsibilities: 
 

• Ensure the safe and efficient operation at the Town of Renfrew’s recreation facilities, sportsfields and playgrounds. 

• Oversee recreation services, including ice operations, sportsfields maintenance, and playground inspections. 

• Supervise and schedule Lead Hands, Recreation Operators, Custodians, and students. 

• Interact and liaise with user groups and other staff members. 

• Collaborate with the Recreation Fundraising Committee, tracking bar inventory and sales. 

• Assist with event logistics and support program and customer service staff. 

• Aid the Director in reporting for Committee and Council consideration, as well as budget preparation and monitoring. 

• Provide effective customer service, handle confidential information with discretion, and resolve conflicts 
collaboratively. 

• Develop, maintain, and implement policies and procedures. 

• Monitor divisional performance against plans and initiate corrective action as necessary. 

• Assist with the implementation of master plans for Parks & Recreation and Arts, Heritage & Culture. 

• Collaborate with the Booking Coordinator and Communications & Engagement Coordinator to market recreation 
facilities and increase revenue and participation. 

• Contribute to the overall effectiveness and efficiency of the division’s operations by continuously reviewing and 
implementing best practices. 

• Perform various administrative functions and undertake special projects as required. 

• Perform all responsibilities within the standards set out in applicable legislation and operational policies. 
 

 

*35-hours/per week. Work is conducted in an office environment.  Travelling off-site and as needed for meetings, 
conferences, workshops, programs, and events.  May be required to work outside of regular business/office hours. 

 

 

In addition to a competitive salary of $32.24 - $41.26 per hour Town of Renfrew offers exemplarily values, a strong 
community spirit, a rural quality of life, state of the art recreation infrastructure, and an outdoor recreation paradise, all of 

which help to create a productive environment for personal growth and success. 
 

 

Qualified applicants are invited to submit their resume, stating “Town of Renfrew #24-13 Specialist – Recreation Operations”, 
by 4:00 p.m., Monday, March 25th, 2024, to: 

 

Human Resources, County of Renfrew 
9 International Drive, Pembroke, ON K8A 6W5 

EMAIL: hrinfo@countyofrenfrew.on.ca (in MS Word or pdf format) 
 

Thank you for your interest, however, only applicants considered for an interview will be contacted. Accessibility accommodations 
are available for all parts of the selection process. Applicants must make their needs known in advance. Information collected will 

be handled in accordance with the Municipal Freedom of Information and Protection of Privacy Act. 
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