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-Special Projects Planning- 

 
Parks & Recreation Advisory Board 

AGENDA 
 

April 16, 2025  11:00 AM 
401 11th Street Spencer, NC 

 
 
Welcome & Introductions        Morris 
 
Election of Officers 
  
  Chair 
 
  Vice Chair 
 
  Secretary 
 
Review of Ordinance / Bylaws        Morris 
 
Parks and Recreation Trust Fund Grant Application – Forest Center Project 
 
  Public comments 
 
  Board comments 
 
  Statement of support 
 
Other business 
 
  Active Living Coordinator Position 
  NC Museum Grant Program 
 
Next meeting date 
 
Adjournment 
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FLSA Status: Nonexempt 
Latest Revision Date: 3/2025 

Grade 16: $43,461.60 - $65,192.40 (DOE) 

TOWN OF SPENCER 
ACTIVE LIVING COORDINATOR 

GENERAL STATEMENT OF DUTIES: 
This position reports to the Town Clerk and is responsible for developing and implementing specialized 
technical work, particularly in event programming, to serve all age groups. This includes providing age-
targeted offerings and intergenerational activities. General work hours are weekdays from 8:30 am to 5:00 
pm, however, the schedule may vary at times to accommodate evening or weekend events. Employees in 
this class may occasionally be required to supervise volunteers or contract program providers. Performs 
intermediate-level work handling a variety of assignments. The employee in this class receives assignments 
from a supervisor who defines the objectives, priorities, and deadlines. The employee plans and executes 
assignments, resolving any issues that arise.  

DISTINGUISHING FEATURE OF THE CLASS: 
An employee in this class must possess exceptional customer service skills and experience with event 
development, planning, and implementation. The employee will greet visitors and potential event sponsors, 
asking them specific questions while maintaining a cordial and pleasant demeanor. Frequent contact with 
department heads and other management personnel is expected when executing programming. 
Responsible for adjusting work methods to resolve routine problems that commonly occur in current work 
processes and systems. Communicates within and outside the Town of Spencer government regarding 
processes and programming opportunities.  

DUTIES AND RESPONSIBILITIES: 
• Develop and host regular activities and programs serving all age groups, including age-targeted and 

intergenerational offerings.  
• Serve as the staff liaison to the Parks & Recreation Advisory Board, assisting with the implementation 

of the goals and objectives outlined in the Parks & Recreation Master Plan and the Creating Outdoor 
Recreation Economies (CORE) Plan. 

• Coordinate with partner organizations to provide educational and recreational opportunities for 
youth, seniors, and other key stakeholders, utilizing Town-owned recreational facilities. 

• Coordinate Town events and serve as liaison to community events organized by partners with a Town 
special event agreement. 

• Conduct marketing and outreach activities to attract new participants to Town programs and events. 
• Build and maintain close relationships with other Town staff and outside entities, including but not 

limited to: Rufty Holmes Senior Center; Rowan County Parks; NC Transportation Museum; NC 
Museum of Dolls, Toys, and Miniatures; local senior and assisted living facilities; and local civic 
groups and other non-profits.  
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• Identify and collaborate with community partners to provide shared services, opportunities, and 
connectivity between organizations. 

• Provide excellent customer service by making special efforts to greet new members and program 
participants, fostering positive relationships, and encouraging mutual support among class 
participants. 

• Develop and maintain budgets for program areas and new initiatives, including opportunities with 
third-party payers. 

• Maintain program registration and other records and data related to program activities and 
participation. 

• Coordinate with other Town staff to review special event permit requests. 

KNOWLEDGE, SKILLS, AND ABILITIES: 
• Clear and comprehensive understanding of the Town of Spencer’s standards, methods, and 

procedures. 
• Demonstrated understanding of intergenerational and age-specific programming. 
• Demonstrated knowledge of program design and implementation for age-specific and intergenerational 

audiences.  
• Ability to understand issues, identify problems, and opportunities to determine the appropriate course 

of action.  
• Ability to prioritize and manage multiple work assignments requiring attention to detail.  
• Demonstrated ability in developing and implementing creative, age-specific, and intergenerational 

program activities. 
• Ability to seek new & improved methodologies for program development and implementation, especially 

for age-specific and inter-generational audiences. 
• Ability to organize, allocate, and utilize manpower, financial, and other designated resources in an 

efficient and effective manner to achieve the Town’s goals and objectives. 
• Demonstrated ability to build and maintain effective working relationships with partners and 

participants. 
• Ability to work independently on routine assignments. 
• Effective oral and written communication skills 
• Creativity in program design and implementation 
• Computer technology 
• Multitasking 
• Organization skills 
• Strong customer service and communication skills  
• Time management and organizational skills  

EQUIPMENT OPERATED: 
• Computer/laptop & MS Office applications; computer printer; telephone; and other related office 

equipment 
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PHYSICAL REQUIREMENTS: 
• Must be able to physically perform light work, exerting up to 20 pounds of force occasionally, and/or up 

to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  
• Employees in this class may sit most of the time, but the use of arm and/or leg controls requiring exertion 

of forces greater than those for sedentary work is required. 
• The employee is required to have visual acuity to prepare and analyze data and numbers using a 

computer, as well as perform extensive reading. 
• Must possess the visual acuity to compile and compute data and statistics, use measuring devices, 

operate a computer, proofread materials, and do extensive reading. 

MINIMUM EDUCATION AND EXPERIENCE: 
• Associate's degree in recreation, event management, planning, or programming, or a related field; 0-4 

years of experience; or an equivalent combination of education and experience.  
• Requires a valid NC Driver's License.  

DISCLAIMER 
This classification specification has been designed to indicate the general nature and level of work performed by employees within 
this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and 
qualifications required of employees to perform the job. The Town reserves the right to modify the duties assigned to this 
classification. 
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