
GUIDELINES FOR HIRING PARK 
AND RECREATION DIRECTORS 

IN MISSOURI* 
By Arlin Epperson, 

State Extension Recreation Specialist 

Introduction 
The single, most important ingredient in a success

ful park and recreation department is a qualified direc
tor. The recruitment and selection of a director is the 
most important duty and responsibility of the park and 
recreation board. 

Jonathan Armor, meat packing founder, recognized 
the importance of this administrative function when he 
said, "the most valuable ability and asset of all is the 
ability to select men of ability .'' Your success as a park 
and recreation board will depend upon yc-ur collective 
ability to select people of quality and ability. 

This publication is designed to assist park and 
recreation boards, city managers , city administrators, 
and city councils in developing a systematic plan for the 
recruitment, selection and placement of the top ad
ministrative recreation person. It also is a working 
document to help park board members comply with 
affirmative action regulations, and, at the same time , 
select the individual who can best assist the board 
members in the development of a high-quality, com
prehensive , year-round, recreation and park program. 
This guide also outlines the steps to attract the best 
possible personnel, the ultimate screening, interview
ing, and hiring of this person. 

What the Law Says 
The State Statutes, section 90.550 "for third class 

cities or cities less than 30,000," authorizes the park 
board 

"power to appoint a suitable person to 
take care of said parks and necessary 
assistance for said person , fix their com
pens ation and shall have power to 
remove such appointee." 

In some communities this responsibility will fall to 
the city manager or city administrator, if the park board 
is advisory. 

In home rule cities with charter forms of govern
ment, the responsibility for hiring will be spelled out in 
the constitution. It may be the city manager, city 
administrator or the park board, depending upon the 
wording and intent of the charter when it was adopted 
by the city. Regardless of who has the ultimate respon
sibility for the recruitment and selection process, the 
steps remain consistent. 

A Systematic Approach 
The following five-step approach is designed to 

eliminate as many errors as possible in the process of 
recruiting, selecting and placing top administration 
personnel in the park and recreation department. It also 
will assist in meeting affirmative action guidelines. 

STEP 1 Preparation of the Job Description and Job 
Announcement 

Ajob description differs from a job announcement in 
several characteristics. The job description begins with 
a position analysis of actual duties and responsibilities. 
The statement should be as specific as possible. It 
should relate to the different functions of the depart
ment, the areas, facilities, services and programs to be 
maintained, serviced or provided. It should include the 
following: 

1. title of the position and short narrative 
description of the job; 

2. duties and responsibilities; 
3. supervision - to whom does the head 

report, chain-of-command, who reports 
to the head; 

4. minimum qualifications required; 
5. minimum educational requirements; 
6. experience required; 
7. probationary period, if any; 
8. promotion considerations and criteria; 
9. fringe benefits with the position. 

*Much of this material was adapted from the publication , Park and Recreation Superintendents in Indiana, criteria and guidelines 
for their selection by James Peterson , Recreation Specialist, Indiana and Purdue Universities. 
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A sample can be found in Example A. 
This may be several pages long and should be kept in 

the department files and updated by the person who is 
leaving to reflect exactly what the individual does. 

The job announcement takes pertinent information 
from the job description which may be summarized or 
condensed and adds other additional information perti
nent to the following: 

1. the location, description of the commu-
nity and the department; 

2. the job title; 
3. salary or range 
4. closing date; 
5. minimum qualifications in terms of 

education and experience; 
6. duties and responsibilities; 
7. method of application and to whom. 

Several of the items in the job announcement may 
change from time-to-time while the job description 
remains unchanged. 

The better the job announcement is written, the 
better opportunity the hiring authority will have in 
finding someone who meets those criteria. It also 
reduces the time required in the screening and inter
viewing process. This should be limited to one page, if 
possible. (See Example B). 

STEP 2 Advertising the Position 

The hiring authority should be cognizant of the 
timetable required for the selection and hiring process. 
The best procedure is to take the date you expect the 
person to be on the job and work backwords. For 
example: 

Date a person is desired on the 
job. 

Thirty days notice to employer by 
person hired. 

Time required for · interviewing 
and selection (2-4) weeks) 

Time required for screening and 
checking recommendations 
after applications are closed 
(minimum 2 weeks) 

Appearance of job announcement 
in leading magazines and 
journals with sufficient time 
to send materials to search 
committee. 

Lead time required to furnish job 
announcement information to 
the journals in sufficient. time 
to make the May issue (45-60 
days) 

Sept. 1 

Aug. 1 

July 1 

June 15 

May 15 
to 

June 1 

April l 

It readily can be seen that an adequate time period 
for advertising , selection, recruitment, and "man-on
the-job" can be as much as six months. To shorten this 
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time communities usually take the first candidate that 
comes along or fail to meet affirmative action 
guidelines. To rush through the procedure may mean 
that less than the most highly qualified and experienced 
person is hired. The shorter the time, the more chance a 
local individual in a semi-qualified related area might be 
hired. We advise that the hiring authority resist the 
tendency to rush through the process in order to get 
someone on board. This person can mean success or 
failure for the department; therefore, a little longer time 
in the beginning may pay off in the long run. The old 
axiom certainly applies here to be '' a penny wise and 
pound foolish is to be foolish .' ' 

After the timetable is set , advertise the position. 
Send a copy of the position vacancy announcement to 
local colleges and universities that have curricula in 
park and recreation administration. In Missouri, the 
major universities offering approved degrees in this 
field are: 

Central Missouri State University 
Department of Recr~ation and Health 
Warrensburg , Missouri 64093 
(816) 429-4056 . 

Southwest Missouri State University 
Curriculum in Recreation and Leisure 

Studies 
Department of Health, Physical Educa-

tion and Recreation 
Springfield, Missouri 65802 
(417) 836-5411 

University of Missouri 
Department of Recreation and Park 

Administration 
Columbia, Missouri 65211 
(314) 882-6261 

For statewide publicity, send the copy of the posi
tion announcement to: 

Missouri Park and Recreation Associa-
tion 

c/o Dave Ostlund 
6228 Clark Hall 
University of Missouri 
Columbia, Missouri 65211 
314/882-3210 

This is the official publication of the Missouri Park and 
Recreation Association and brings the announcement 
in contact with almost all of the professional recreation 
park personnel in the state of Missouri. 

For nationwide publicity, contact: 

Education and Professional Services 
National Recreation and Park Associa-

tion 
1601 North Kent Street 
Arlington, Virginia 22209 
(703) 525-0606 

This professional association nationally services the 
park and recreation field with a monthly ' 'job bulletin 
service. " There may be a fee for this service but it is 
well worth the cost if nationwide recruiting is of 
interest. 



If a formal application form is required or desired, 
check with the local personnel department to see 
whether or not they have an application which is used 
by the city . If not and an application is desired, see 
Example C for sample . An application gives an advan
tage of receiving the same kind of information from 
each applicant in the same format. This aids the 
screening process. 

Whether or not a formal application is requested or 
required, it is acceptable to ask for a written letter of 
application that will give you pertinent information 
regarding references and professional qualifications. 
This may be in the form of a vita or resume, and this in 
itself can be very revealing. It gives the candidate an 
opportunity to show and tell something of his organiza
tional and communications abilities. 

STEP 3 Reviewing and Screening the Applications 
Appointing a special personnel committee of two to 

three persons to screen the applications and eliminate 
all those not meeting minimum requirements is op
tional. On a nationwide search, it is not uncommon to 
receive 50 to 75 applications for top positions. Here is 
where the job becomes easier if, minimum specific 
requirements of experience and education have been 
written into the job description and announcement. 

Be professional and write a letter of receipt of 
application to all those who apply. Tell them about how 
long it will be before they will know the results of this 
step. 

Continue this process and write a thank you letter to 
those who have applied but have been eliminated in the 
early stages. Also, take time to inform the top candi
dates what is happening. Inform them of their status, 
plans to conduct the interviews, establish deadlines, 
etc . Handling this important process will be a strong 
indication to the candidate about how the board oper
ates . 

Categorize all the remaining applicants into two or 
three groupings for total board consideration. Put the 
most significant and outstanding ones in group 1, those 
whom are not quite as good in group 2 and the remaining 
ones that have passed the screening in group 3. 

To manage the selection interviews, screen down to 
three to five applicants. The subcommittee should 
prepare a summary sheet of the applicant screening 
results listing each person in the category recom
mended with two or three lines about their strengths 
and weaknesses. 

STEP 4 Preparation for the Interview 
In some cities which have civil service departments , 

a written examination may be required. This may be 
required of all those who are seriously being considered 
for the position , or only those that are in the final ones to 
be interviewed. Other communities that do not require 
written examination may elect to require one. If one is 
not available , contact either the Missouri Park and 
Recreation Association or a Missouri Extension recre-
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ation specialist for an appropriate sample . This can aid 
in understanding the strengths and weaknesses of the 
applicants. 

The normal procedure is to combine the oral inter
view with the oral examination. A special personnel 
committee for interviewing purposes could well include 
the following: 

-one or two members of the park board 
-a member of the city personnel department 
-a lay person from the community 
-a professional park and recreation administrator from a 
nearby locality 

-a state recreation and park specialist 

The advantage of getting a varied committee is that 
each one will contribute significant information to the 
screening process. It is well to note that a degree from 
one school may be much more valuable than a degree 
from another, and board members may not have this 
information while professional park and recreation 
directors or others may have it. 

The interview is an opportunity to test the candi
dates knowledge of the field of technical matters as well 
as his appearance and personality. A simple rating scale 
from 1 to 10 could be adopted for this process in 
evaluating education, experience, technical skills and 
personal qualities . 

It is the tendency of most untrained people in 
personnel matters to inquire more about the individual 
as opposed to what he does or has done or can do. While 
the individual's character is important, whether or not 
he is honest or creative, is not the primary concern of 
the board or the administrative unit. Questions should 
be phrased to get at the candidates skills and abilities 
rather than his personal characteristics. It will assist 
those on the interviewing committee to list the areas of 
competence that they desire of the candidate including 
the following: 

-management 
-fiscal/financial 
-maintenance 
-public relations and communications 
-community organizations 
-supervision 

It is then best to have each board member come with 
four or five questions listed under each area of compe
tence desired (indicated above), and to use this list 
consistently from one interview to the next, even 
though all of the questions may not be used on all of the 
candidates. The following steps will greatly enhance the 
committee's ability to avoid the " personality trap" and 
ascertain the actual skills and abilities of each candi
date: 

A. Start with the Job 
As stated previously, too often interviewing com

mittees think in terms of the kind of person they want or 
the qualities of success rather than in terms of job 
performance. Job performance should be broken down 
into the areas of performance such as applies. 



-technical knowledge and skills 
-interacts well with peers 
-subordinates clients 
-plans and organizes work, people and 
things 

-supervises others 

Notice that each example focuses on what the job 
holder does rather than what he is. Each of these areas 
of performance will become a topic to be covered in the 
interview. 
B. Specify Information Predictive of Each Area of Per

formance 
The next step is to identify information to be 

gathered by the interviewer which may be related to 
successful job performance. If the personnel officer 
was assessing the potential of the applicant to plan and 
organize work and people, they would investigate 
related experience in previous jobs and avocational 
activities. In some, the sources of predictive informa
tion are: 

-work experience 
-nonwork experience 
-training and education 
-reaction to hypothetical situations 

C. Write Questions 
Write specific questions for each of the areas of 

information to be covered in the interview. It is better to 
ask questions about which the interviewer has some 
background information rather than those he does not 
or those that can be answered yes or no. Example: A 
question might be asked of the interviewee, "Would 
you summarize the differences between a categorical 
classification type budget and a pe,formance budget, 
and suggest which you prefer and why?" This would be 
a much better question than, "Have you had experi
ence with performance budgets?" 

It is most difficult to get the interviewing team to 
prepare as has been suggested in the previous para
graphs. A week or so ahead of time it is advisable to 
send out letters to the interviewing team to get their 
commitment to be a part of the team, and send 
information about the preparation they must make if the 
interview is to be successful, particularly covering the 
items mentioned in this section. Ask them to write 
questions in each of the areas, that will be covered with 
individual candiates. Even then, they may not prepare 
adequately; therefore, have a preinterview conference 
with the interview team, either prior to the date that 
interviewees will be interviewed or perhaps setting a 
preconference meeting 30 minutes to an hour before the 
first person is to be interviewed. Some of these items 
can be covered then and time can be given for them to 
write questions. Without this preplanning, members of 
the team will consistently' 'shoot from the hip'' in terms 
of questions and will revert to questions concerning the 
individuals character and what he is rather than what he 
does. If possible, furnish each member of the team with 
a copy of this material to be read prior to their coming. 
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STEP 5. The Interview 
To begin, the committee chairperson should inform 

the interviewee of the format for the interview. The 
following is a sample format: 

1. Establish rapport, welcome the appli
cant warmly, introduce the interviewing 
team. 

2. Explain the purpose and set the agenda. 
This tells the applicant what is going 
to happen and in what order. 

3. Gather predictive information. Here's 
where the structure of topics and 
questions are inserted. The skills of 
listening, probing, refleeting, sum
marizing and evaluating come into play 
by the interviewing team members. 

4. Describe the job and the organization. 
This should be done late in the inter
view to prevent the interviewer from 
inadvertently coaching the applicant 
on how be should appear. 

5. Ask questions and allow the applicant 
to add information. This stage is 
directed toward the applicant's objee
tive to gather information about the job, 
etc. This may be done, however, in a 
follow-up discussion after the job has 
been offered. 

6. Terminate. Thank the applicant for the 
time. Tell the person that in one-to two
l'eeks, ifter interviews are completed, 
the board will send the results. 

A. Comply with Affirmative Action and Civil Rights 
Every administrative unit must be careful to comply 

with equal opportunity and affirmative action 
guidelines in all contacts with perspective candidates. 
Records must be kept of how and where the job 
an_nouncements were publicized and of the nature and 
results of the interview. 

The following list of inquiries has been found by the 
courts to be illegal in most circumstances. 

age 
arrests 
convictions 
color of eyes and hair 

number of children 
marital status 
sex 
type of military charge 

Other questions that may be in violation of guidelines 
area as follows: 

address 
membership and organizations 
photo 
relatives 
recommendations 
military experience 
academic background 
educational level 
social security status 



employment tests (this must be job skills 
related only and must be validated) 

height and weight requirements 
ownership of car or home 

The above recruiting, selection and interviewing 
processes, if objectively, completed, should meet most 
of the requirements established by federal agencies. 
However, such interviewing will be declared an illegal 
selection if: 

1. it has disparityon the employment of 
minorities and women, and 

2. the employer cannot show that the 
interviewers used objective, valid 
criteria for rejecting and selecting job 
applicants. 

B. Evaluate Potential to Perform 
Evaluate the candidate after sufficient information 

has been gathered in each area of the interview. Record 
the evaluation. Research shows that nearly half the 
information may be lost even during a 20-minute period. 
If the interviewer waits until the end of the interview, 
important information on which the ratings should be 
based may be forgotten. Jotting down a short note to 
support each rating is also good practice. A complete 
and informative evaluation would include ratings of the 
candidate's potential to perform in each of the areas of 
performance which make up the job. This would result 
in a profile of ratings of future performance based on 
present and past performance. 

After the interview, references listed should be 
called or contacted. However, it should be expected 
that the individual applicant will list only those who will 
give favorable recommendations . Thus they should be 
used with some degree of reservation. 

STEP 6 Offering the Position 

The above five steps will give a final list of the top 
two or three candidates from which to make a final 
selection. It is wise to rank them at this time, make an 
offer to the top choice, and hold in reserve the next one 
or two in case the number one candidate declines the 
position or for a variety of reasons, decides to withdraw 
from consideration. Make the offer in writing, finalize 
the employment agreement, which includes the proba
tionary period and other types of information which 
should be discussed at that time concerning employ
ment policies, hours, professional development includ
ing state and national conferences, continuing educa
tion opportunities, fringe benefits, wages or salaries, 
how and when salary increases are made, contract, if 
one is desired, and any leaves that might be included. 
Then rest assured that the best effort has been made to 
find the person best qualified to administer the depart
ment. 

It is common to provide a probationary period of 
three- to six-months as a working test to determine 
whether the employee can satisfactorily function in the 
position. 
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JOB DESCRIPl10N 

Title: Director ot Parks 
and Recreation 

Has full responsibility for the direction and 
administration of parks, recreation and leisure 
services involving the operation of the agen
cy's three divisions: management, operations, 
and planning and development. 

Supervision: 
Directly responsible to the Crossroads Park 

Board, responsible for the division heads and 
for their subordinates. 

Duties and Responsibilities: 
• Upon necessary approval by the govern

ing officials, establishes and implements 
agency (departmental) management 
policies and procedures involving all divi
sion operations. 

• Reviews, analyzes and prepares, with the 
assistance of the deputy director, Man
agement Operations, the agency budget 
in final form for submission to the govern
ing authority for approval; assumes full 
responsibility for complete adherence to 
the monies allocated to the agency. 

• Develops and maintains open and effec
tive communication with division heads 
and other high level personnel and in
sures proper development of inter
division communication and functional 
coordination. 

• Provides effective leadership and direc
tion in the administration of the entire 
agency operation including the Commu
nity Relations and Public Information Of
fice. 

• Directs the formulation and routine up
dating of the agency's goals and objec
tives consistent with the mission of the 
agency. 

• Develops and maintains an effective 
liaison with other local government exec
utives, officials and the public at large; as 
required, represents the agency before 
local government bodies and community 
organizations. 

*Much of the material above was taken from National Personnel Guidelines, National Recreation and Park Association , 1601 N. 
Kent, Arlington, VA 22209. 
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• Reviews regular and special reports by 
the division heads and directs the prepa
ration of summaries of consolidated re
ports, .working closely with the deputy 
director, Management Division, in this 
respect. 

• Renders necessary technical and other 
advice to the agency staff and evaluates 
the work of the division heads. 

• Interprets to the public the philosophy 
and objectives of public parks, recreation 
and leisure services and those of the 
agency. 

• Periodically directs the review and evalu
ation of the overall operations. 

• After careful review with the deputy direc
tor, Management Division, and the deputy 
assistant, Personnel Management, takes 
necessary action on employee discipline 
matters. 

Qualifications: 
• Extensive knowledge of modern adminis

trative practices relating to the parks, 
recreation and leisure field; and extensive 
knowledge of the philosophy and princi
ples of public parks and recreation ser
vices. 

• Exceptional ability to carry out the in
structions of the governing authority ef
fectively and with dispatch; and ability to 
work tactfully with people. 

• Excellent ability to present ideas and 
recommendations in a concise manner, 
both orally and in writing. 

• Outstanding ability to exercise mature 
and good judgment in evaluating and 
rendering decisions in pressure-type 
situations. 

• Outstanding ability to maintain a har
monious working relationship with em
ployees and with the general public. 

• Unusual communication skills in writing 
and giving speeches, and in the ability to 
effectively direct, guide, monitor an·d 
evaluate the work performances of sub
ordinates. 

• Extensive knowledge of basic budgetary 
practices, and the ability to effectively 
interpret and justify operating and capital 
budget proposals to the governing body 
and to the public. 

• Exceptional administrative ability in car-
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rying out the total responsibilities of park 
and recreation management. 

Special Requirements: 
• A current state vehicle operator's license 

or the ability to obtain the license within 
30 days of employment. 

• Registration as a professional in a pro
gram approved by NRPA. 

Experience: 
A minimum of 3 years of progressively 

responsible experience, 2 years of which were 
in administrative or supervisory work, with 
demonstrated ability to carry out admini,stra
tive duties and to work harmoniously with 
associates. 

Probationary period: 
There is no probationary period, as the 

director serves at the pleasure of the park 
board. If the board or the director wishes to 
terminate the relationship, a minimum of 30 
days notice is required. 

Promotion considerations and 
criteria: 

As this is the top executive position with the 
park and recreation department, promotion 
does not apply. 

Fringe Benefits: 
3 weeks vacation per year, for the first 5 

years, then 4 weeks per year, taken at a time 
agreed upon by the board and the director'. 
(Usually not during the June 1st-August 15th 
period because of the summer program re
sponsibilities.) 

$5,000 life insurance is provided. 
An automobile is furnished, and maintained 

for the director. It may be driven to home and 
back, but should not be used for personal 
business. 

50% of the medical insurance premium is 
paid by the board, as a part of the city's medical 
and hospitalization program policy. 

Salary Range: 
$14,000-15,500 in 3 steps, usually annual, 

however, the board has discretion to provide 
half increment for merit earlier if desired. 



Example "B" 

JOB ANNOUNCEMENT: 

The city of Crossroads, Missouri, has a position 
as Director of Recreation and Parks open. 
Crossroads is a city of 20,000 in the central part 
of Missouri. It has a public swimming pool, a 
9-hole golf cours~. 6 parks, 10 tennis courts, 
and cooperates irl adult education programs 
with the public school system and a small 
liberat arts college located in the community. 
The budget for parks and recreation last~ear 
was $306,000. The department includes 3 pro
fessionals including the director, a.nd 8 other 
full-time personnel. 
Salary: $14,000-15,000, depending upon expe
rience and qualifications. Ca~ furnished along 
with life insurance and medical benefits. 
Closing date: December 31, 19-. 
Minimum qualifications: knowledge of ad
ministrative practices related to parks and 
recreation and of managing principles of pub
lic parks and recreation services . . Ability to 

represent the bo rd in all aspects of the pro
gram both internally and externally. Registra
tion as a professional in the NRPA or MRPA 
registration program. (Applicants meeting 
minimum requirements will be sent the com
plete job description which goes into much 
more detail about the qualifications. 
Minimum educational requirements: Masters 
degree in Recreation & Parks or Leisure 
Studies. 
Minimum experience requirements: 3 years of 
progressively r~sponsible experience, 2 years 
of which were in"administrative or supervisory 
work. 

Method of application: Interested applicants 
should send a resume' to the address below 
before December 31. Applicants meeting 
minimum qualifications will be sent a formal 
application form to complete and asked to 
furnish names and phone numbers of refer
ences. 

Crossroads Personnel Dept. 
City Hall 
8th & Cherry 
Crossroads, Missouri 66666 

Example "C" Application for Employment 
Missouri T:own, U.S.A. 

-Miss 
_Mrs. 

1. _Mr; 
Last 

Address 
Phone 

First Middle Maiden 

2. Present Address _______________________ Telephone 
Number Street City State Zip Code 

3. Permanent Address----------'-------------
Number Street City State 

Telephone-------~ 
Zip Code Area Code 

4. Birth date ______________ Social Security No. 

5. Rresent Occupation ______________ Date of Availability 
Education: Check Higtfest · 

Name Address Grade Completed 

Hi h School 1 2 3 4 

Coll~ e 1 2 3 4 

Graduate Work 1 2 3 4 5 

Special Training and Experience: (Workshops, Institutes, Etc.) 
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Year Year Degree & 
L!3ft Grad. Major . 



.. 
Professional Affiliations: 

.. .. 
IJ 

.. 

' 

MOST RECENT WORK EXPERIENCE (last five years) 

Dates of Emeloyment Name of Or9anization Name & Address of Person to Contact 

From To 

Im 

REFERENCES (other than Work Experiences or Relatives) 

Name & Address of Person to Contact Relationshie 

1. 

2. 

3. ~-
" 

Military: 

Branch of Armed Forces Served In ank When Discharged nate 

Are You Presently in Reserves or National Guard? Rank 

I understand that previous employers and character references may be contacted, unless otherwise indicated. The 
above information is corn;,lct to the best of my knowledge. I agree that any misrepresentation or omission of facts is 
cause for dfsmissal. 

Date Signature Social Security No. 

"WE ARE AN EQUAL OPPORTUNITY EMPLOYER" 

For Department Use only 

June, 1979 

■ Issued in furtherance of Cooperative Extension Work Acts of May 8 and June 30 , 1914 in cooperation with the United States 
Department of Agriculture . Carl N. Scheneman, Vice President for Extension , Cooperative Extension Service, University of Missouri and 
Lincoln University , Columbia, Missouri 65211 . ■ An equal opportunity institution. 7/79/2M 
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