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POSITION DESCRIPTION   Non-Union  Grade 11   

 

ORGANIZATION: POSITION:    DEPT./DIV.     DATE: 

 

Town of Danvers Endicott Park Program Coordinator Planning & Human    05/09/17 

        Services- Recreation   

 

POSITION SUMMARY: 

Under the general supervision of the Director of Natural Resources, the Endicott Park Program 

Coordinator is primarily responsible to provide front-line customer service and education to park visitors 

as well as oversee the daily operations of the Nature and Environmental Education Center.  He or she will 

may perform general maintenance responsibilities for facilities and grounds to including the care and 

well-being of the domestic animals and livestock at Endicott Park. Some of the tasks require prior 

education or experience while others can be learned on the job.  Flexible schedule required to 

accommodate seasonal demands, including nights and weekends.  

 

JOB REQUIREMENTS: 

The Endicott Park Program Coordinator has a generally administrative schedule, though work hours must 

be flexible to include weekends and nights. 

 

ESSENTIAL FUNCTIONS: 

Oversees the daily operations of the Nature & Environmental Education Center and exercises supervision 

of activities, programs and program staff. 

 

Makes daily contact with the public to explain and enforce regulations and to respond to inquiries.  

Prepares and presents information, analysis, and recommendations with various committees.   

 

Provides visitor services, including educational and interpretive presentations in group or individual 

settings.  This includes leading tours, and providing visual displays. 

 

Develops, coordinates and administers educational, environmental and safety outreach programs. 

 

Oversees all aspects of event planning and management, which includes handling of event proposals, 

maintaining a working relationship with community members and vendors, and coordinating successful 

operation of events. 

 

Supervises program staff, as well as several volunteer and intern positions. 

 

Responsible for the collection of revenues including but not limited to: permit fees, day use fees, and any 

other funds.  Provides the Town Treasurer with timely deposit reports as required by Town policy. 

 

Reviews and approves park usage permits and assesses fees based on park rules and regulations. 

 

Develops and maintains collaborative relationships with other agencies and organizations that have a 

shared interest and partnership in Endicott Park. 
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Serves as liaison with school and community groups in accommodating group visits and educational 

opportunities at the Endicott Park. 

 

Develops marketing materials including seasonal brochures, program advertising and social media 

marketing platforms. Creates, updates and maintains online content. 

 

Assists in the hiring, training and supervising of program directors, instructors and outside vendors. 

 

Monitors and ensures the care and well-being of the domestic animals and livestock at Endicott Park.  

Schedules and assists in veterinary and farrier care.  Provides education to the public about animals, care 

and handling, feeding, watering, cleaning the barn, mucking stalls, cleaning animals, handling large and 

small animals (horses, sheep, goats, pony, poultry and pigs). 

 

General maintenance responsibilities for facilities and grounds to including but not limited to the care and 

well-being of the domestic animals and livestock at Endicott Park. 

 

All other duties as assigned. 

 

 

KNOWLEDGE, ABILITIES AND SKILLS: 

Knowledge:  Requires working knowledge of outdoor education including wetlands, parks, conservation, 

land and wildlife management and development of program lesson plans.  

 

Ability:  Ability to be pleasant and comfortable with public interaction; Ability to exhibit conflict 

resolution and maintain composure when interacting with confrontational individuals. 

 

Skills:  Requires strong interpersonal skills, including experience building and maintaining relationships 

with a diverse network of individuals and organizations.  Excellent written skills including experience 

with marketing and promotions.  The ability to communicate effectively and persuasively; 

Comprehensive knowledge of computers (Excel, Word, Power Point, Outlook, Permitting and Scheduling 

Software). 

 

 

EDUCATION & EXPERIENCE: 

A Bachelor’s Degree in Recreation, Education, or related field of study is desirable.  At least two year’s 

work experience in a relevant field. Education and/or experience sufficient to adequately perform above-

required tasks preferred.  A combination of education and experience will be considered. 

 

SPECIAL REQUIREMENTS: 

 Must possess at a minimum a Class D motor vehicle operator’s license. 

 Current First Aid/Cardiopulmonary Resuscitation (CPR) at the Health Care Provider level 

certification, or must be obtained within probationary period. 

 Must be able to pass a general physical and criminal background check. 
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 Travel among Town-wide program sites, off-site trainings and meetings, and outreach 

presentations. 


