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RECREATION PROGRAM COORDINATOR/LEADER
· General
· Aquatics

· Special Events

· Youth Activities

· Teen Center

· Youth Sports

· Lifeguard
Aquatics & Special Events Recreation Coordinator

1.
Tell us a little bit about yourself and why you are interested in this position. 

2. 
Tell us what you know about the City of Sierra Madre and why you want to work here. 

3.
What did you do to prepare for this interview? 

4. 
Describe your method of supervision.  Give examples of how you would manage programs to ensure quality service, appropriate behavior and build morale.

5. 
How do you define a “challenge”? 

6.
What does it mean to be a “Team” player?

7.
Do you consider yourself a self-starter, leader or get-it-done kind of person?

8.
Describe one professional achievement of which you are most proud. 

9.
Explain what multi-tasking means. 

10.
Describe actions you would take to ensure communication among staff, co-workers, the Recreation Department, your immediate supervisor and City Hall.

11. 
Tell us of an event when you collaborated an event with multiple organizations. 

12. 
What would your past/present employer say about you and why?

13.
What are your suggestions for large staff turnaround, incentive programs for retaining staff, and/or retaining new people? 

Situations:

14.
As the Recreation Coordinator for Aquatics and Special Events you will be responsible for the pool similar to the role of a Pool Manager. In that capacity, there is high enrollment in swim lessons for session 1 and low enrollment for session 2. Staff is available and have asked for more hours in both sessions. What are some short and long term solutions?

15. A shift supervisor comes to you with a situation between two employees. Basically, the staff members are having differences about a personal matter that is interfering with how they work together. One of the staff members has seniority; the other is your friend/related to you. How do you handle the situation? 
Recreation Program Coordinator

1.
Tell us a little bit about yourself and why you are interested in this position. 

2. 
Tell us what you know about the [Agency] and why you want to work here. 

3.
What did you do to prepare for this interview?

4. 
What would you say are the most important personal characteristics your current job demands? 

5. 
Describe your method of supervision.  Give examples of how you would manage programs to ensure quality service, appropriate behavior and build morale.

6. 
How do you define a “challenge”? 

7.
What does it mean to be a “Team” player?

8.
Do you consider yourself a self-starter, leader or get-it-done kind of person?

9.
Describe one professional achievement of which you are most proud. 

10.
Explain what multi-tasking means. 

11.
What do you feel most confident doing?

12. 
What do you feel least confident doing?

13. 
What do you consider a successful career and how do you think this job will enable you to reach your long-term career goals? 

14.
 What do you do for fun?

Situations:

15.
An employee has been late 3 days in a row. They always seem to have a reasonable explanation. How would you deal with the situation?  

16. 
Susie, an employee has just come to you crying. Susie tells you that she believes Joe Cool, a shift supervisor is harassing her and all the other teachers at the pool. In particular, Susie shares with you that Joe constantly yells at the instructors during weekly staff meetings and berates them for not doing a job. Joe makes statements like “the kids deserve better than you,” and “you instructors are a disgrace to the pool.” This is very humiliating for Susie and the other staff. What action do you take?  

17.  
You are assisting a teen in the office, a father comes into the office and is very upset. He starts yelling at you because another staff member kicked his child out of program for the day. How do you handle this situation?

Youth Activities Coordinator
1.
Tell us about your educational & work experience & how your background is related to this position, specifically your experience as it relates to working with young adults.

2. 
Describe your method of supervision.  Give examples of how you would manage programs to ensure quality service, appropriate behavior and build morale.

3. 
How do you define a “challenge”? 

4.
What does it mean to be a “Team” player?

5.
Do you consider yourself a self-starter, leader or get-it-done kind of person?

6.
Please describe examples of how you would display good customer service and how it should be displayed in this position to both the participants and the neighbors.

7.
Please describe your best and worst supervisors. 

8.
Describe actions you would take to ensure communication among staff, co-workers, the Recreation Department, your immediate supervisor and City Hall.

9. 
In developing a program, give examples of topics and activities you would coordinate, and how.

10.
What role does non-competitive sports play in a recreation program?

Situations:

11.
Describe a situation where inappropriate behavior produced bad teamwork that was at the expensive of the program. And then, if you had been the supervisor and wanted to solve the problem, how would you have done it and how would you have described the problem to the staff?  

12.  
During a sponsored activity you notice one of the participants is in possession of a pocketknife. What do you do?

13.  
During a sponsored movie night, while in the middle of the event you notice a youth has brought in her own drink and is passing it around to other youths – as it passes your way you notice the smell of alcohol in the bottle. What do you do?

Teen Center Coordinator 

Leadership – 

What is your style of leadership and how has that helped you get where you are today?

Working together with a team, it is sometimes difficult to gain the cooperation of others.  Give an example of when you had to lead a group toward a common goal.

Adaptability – 

What is your reason for the decision to make a job or career change?  Why the [Agency]?

Tell me about a politically complex situation in which you worked in the past.

Initiative – 

In your last job, what areas did you identify that could be done differently to be more efficient or better?

How does this position fit in with your long term career goals?

Attitude/Personality – 

How did you feel about how your last job was managed?  What would you have done differently?

What type of work environment are you most comfortable in?

How would you motivate your staff to change their attitude while at work?

Public Relations – 

How would you describe yourself as a communicator with teens?  With the general public?

How do you handle customers that might be upset or emotional?

Judgment – 

If a child had not been picked up from the community center after program hours, what would you do?

If you noticed teens behaving inappropriately or engaging in illegal activities, what would you do?

Job Knowledge – 

What are some ways you determine programming needs for teens?

How do teen programs benefit our community?

If you were given one million dollars to develop or enhance the Teen Center, give me some examples of what you might change in the facility.  What types of programs would you add/change?
How would you plan a large special event for teens and pre-teens?

Recreation Coordinator, Aquatics Program

1. Please give us a brief description of your education, training and experience as it relates to this position.

2. Briefly describe how you feel a community benefits from recreation and community services programs.

3.  If you were hired as a Coordinator, what would your vision be for the aquatics program?

4. Describe to us how you plan ahead to organize your workweek and what system you use to remain on task, attend meetings, initiate new ideas, etc.

5. What components would you include to successfully market a program you are offering?

6. It is sometimes challenging to provide courtesy to a customer, especially in a difficult or tense situation.  Describe a time when you were faced with this challenge and how you handled it.

7. Working in an aquatics environment, safety is a major priority.  What steps would you take to ensure all safety guidelines are adhered to at each facility?
What are the safety elements you would monitor?

8. How would you describe your style of supervising subordinates?  What would your current employees say about you?

A. If two of the employees you supervise had conflicting personalities, causing interference at a pool site, what would you do?
9. Describe your knowledge of computer programs and the type of projects you have worked on using computers.

10. Describe your experience with preparing and implementing a budget.  How do you keep track and monitor your expenditures?

11. What elements would you include when planning a special event at a pool site?  
How would you ensure the event was successful?
12. Are you available to work a 9/80 workweek, which includes working the hours of 10 a.m. to 8 p.m., Monday through Thursday, and 8 a.m. to 5 p.m., every other Friday?

13. This concludes the oral interview; do you have any questions for the panel at this time?

Recreation Coordinator 
1. Please outline your education, training and experience as it relates to the Recreation Coordinator position. 

2. Describe how a community benefits from recreation and community service programs offered at a community center.

3. What is your role as a community center coordinator? 

4. What types of staff training would you recommend to maintain quality customer service?  

5. Describe your experience preparing and implementing a budget.  How do you keep track and monitor your expenditures?

6. What types of programming would you include in the daily operations of a community center?

7. What steps would you take to plan and prepare for a special event at your facility?  How would you measure the success of the event? 

8. How would you describe your style of supervision?  What would your staff say are your best qualities as a supervisor?  

9. Describe your knowledge of computer programs.  Give an example of a difficult project you completed using the computer.   

10. How would you motivate staff to work as a positive and productive team?

This position is responsible for working a 9/80 work week, Monday through Thursday, 10 a.m. to 8 p.m. and every other Friday, 8 a.m. to 5 p.m.  Are you available to work these hours?

This concludes your interview; do you have any questions for the panel at this time?

Youth Sports

Recreation Leader IV
1. Tell us a little about yourself, your work experience as it relates to this position, and why you think you are qualified for the job?  

2. Explain each supervisory position you have held, how many staff you supervised and what your responsibilities were?

3. How would you prioritize your work and what type of organizational system would you use to stay on track?

4. What type of office environment do you prefer to work in?  

5. Tell us about a personnel problem you have dealt with in the past, what happened, and how did you handle the situation. 

6. How would you resolve a conflict between two staff members?

7. What sort of experience do you have working special events?  

8. Do you have any experience purchasing/ordering supplies for programs (creating order forms, receiving supplies, organizing supplies, processing invoices)?

9. If you are offered this position, could you commit to this job until at least [Date]? 

Community Center Assistant

JOB PREPARATION, EXPERIENCE, TRAINING:
Can you tell the panel what you know about the job, and why it is of interest to you?

Please tell us how your education or experience has prepared you for the position.

FLEXIBILITY:

This position involves a varied work schedule that may evening, weekend or holiday hours as a part of the work schedule.  Are you available to work a varied schedule that may change throughout the year?

Many times, the Community Center Assistant will be alone in the office, and will need to multi-task.  Sometimes, tasks will need to be dropped, and picked up at a later time!  Can you give an example of how you have multi-tasked on the job?

DECISION MAKING, PROBLEM SOLVING:

Scenario:  During the first day of walk-in registration, a parent approaches the window and is very upset.  The mailed in their registration during the correct time-period designated for mail-in and did not get the class.  Her neighbor also mailed her registration in for the same class on the same day, and got the class.  How would you handle the situation?

Scenario:   During the day, a mother comes into the community center with a child that has hit his head on a piece of play equipment, and is bleeding.  The mother is quite upset, and is asking for your help.  What would you do to assist her?

TECHNICAL KNOWLEDGE: 

This position will involve a great deal of computer work including updating quarterly class bulletin, and data entry into our registration system.  What computer programs to you use on a regular basis?

What type of cash handling responsibilities have you had in previous positions?

GENERAL STAFF COORDINATION: 

In the event of the absence of the Center Supervisor, the Community Center Assistant may be required to assign tasks to Recreation Leaders, or Custodial Staff.  In your previous positions, have you had any occasion to assign tasks to staff members?  Please give an example.

How would you handle a staff member who was not willing to follow the assignment that you gave in the absence of the Center Supervisor?

INTERPERSONAL COMMUNICATION SKILLS:

Is there anything else you would like to share with us that we have not already covered today?

Recreation Coordinator

JOB PREPARATION, EXPERIENCE, TRAINING:
1.
Please tell us how your experience and training has prepared you for the Sports Coordinator position.

AVAILABLITY:

2.
This position involves a flexible work schedule that requires evening, weekend and holiday hours as a part of a regular work schedule.  Are you available for this type of work schedule on a regular basis?  

DECISION MAKING, PROBLEM SOLVING:

3.
Please give an example of a problem you encountered related to a Youth or Adult sports program, and how you resolved the problem.

TECHNICAL KNOWLEDGE: YOUTH SPORTS COORDINATOR
4.
What youth sports programs do you have experience running?  

5.
What type of training programs for recreation staff and volunteers do you incorporate into your youth sports program? 

TECHNICAL KNOWLEDGE: ADULT SPORTS COORDINATOR
6.
What experience do you have working with adult sports programs?

7.
What computer programs are you familiar with?

GENERAL STAFF/PROGRAM COORDINATION:

8.
How often do you evaluate your staff?

9.
How do you handle discipline issues with your staff? (PT/FT)

10.
What experience do you have with field preparation for softball games, and do you have experience directing the use of field preparation equipment such as tractors or ATV’s?

INTERPERSONAL COMMUNICATION SKILLS:

17.
Is there anything else you would like to share with us that we have not already covered today?

Lifeguard I / II

1. Tell me about yourself and your lifeguard and/or swim experience.

2. Why do you want to be a lifeguard? 

3. Have you ever had to discipline children or adults?  Explain the situation and how you handled them?

4. After swimming lessons you are approached by an irate parent.  The parent is complaining that you were not teaching the class correctly and that you have no business being an instructor.  How would you handle this?

5. Do you have any conflicts that would interfere with your ability to meet the attendance requirements of this position - either daily work hours or length of assignment?

6. What is your availability this summer? Please include any planned trips, camps, re-treats, training workshops, birthday parties etc…

Returning Questions 

1. Why do you want to continue to lifeguard?

2. How would you rate your overall performance as a lifeguard/swim instructor?

3. Would so say you are a better lifeguard or swim instructor and why?

4. If you were hiring someone to be a lifeguard/swim instructor, what are the two most important things you would look for.? Explain your answer.

5. How would you improve your work performance from last year to this year if you were hired back? Name one or more areas that show your strengths.

6. Were there any problems or conflicts last year that you would like to address or comment on?  …and …What are some of the things that you would like to see improved upon from last year?)

7. What is your availability this summer? Please include any planned trips, camps, re-treats, training workshops, birthday parties etc…

8. Is there anything you would like to add which we haven’t covered in this interview?

