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COMMUNITY CENTER MANAGER - BAYOU LA BATRE
KIND OF WORK:  This is administrative and public relations work in directing the operation and maintenance of the Community Center for the City of Bayou La Batre.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for directing all administrative functions for the community center including personnel planning and scheduling events, building maintenance and accounting control procedures.  Work is performed under the general direction of the Mayor of the City of Bayou La Batre with considerable latitude for independent judgment.  Supervision may be exercised over employees hired for special events.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Directs and supervises the leasing, daily operations and maintenance of the community center facility; contacts entertainment groups for appearances at the community center; secures contracts, leases and fees for facility rental; corresponds with businesses and organizations in soliciting, planning and scheduling events; plans, organizes and supervises scheduled events for which the center is leased; locates desired equipment for activities in the center; inspects the facility and equipment for proper maintenance and repair; supervises the collection and disbursement of all revenue generated by or for the community center; provides general or direct supervision to subordinates in one or more of the following areas:  (1) recreational and athletic programs, (2) senior citizen activities, (3) regular and special events, (4) nightly community activity programs and classes and (5) food preparation and handling; advertises attractions and services in various media and directly to business and civic organizations, clubs and groups; directs the maintenance and control of all records and reports; works with city officials to set fee schedules; advises the Mayor and City Council on matters pertaining to the facility; prepares the annual budget and other financial reports; performs related work as required.  

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of management principles and techniques; thorough knowledge of the operation and maintenance of a recreational and entertainment complex; ability to deal effectively and tactfully with large groups, agents and entertainers; ability to keep accurate and complete accounting and business records; ability to establish and maintain effective working relationships with public officials, other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, supplemented by two years of college level course work in business administration or a closely related area and a minimum of five years' responsible experience in producing and directing community activities and in the management of an auditorium, community facility or other large rental and entertainment facility; or a combination of education and experience equivalent to these requirements.
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