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RECREATION SUPERVISION
· Senior Recreation Supervisor
· Senior & Special Needs

· Youth Development

· Assistant Supervisor

· City Gym
Recreation Supervisor 
Key Characteristics We Are Looking For:

A.  Staff Leadership 


B.  Team Player

C.  Thinking Outside the Box

D.  Vision

E.  Customer Service


F.   Collaborative

G.  Technical Knowledge

H.  Budget Ability

I.    Marketing and Promotion

J.   Organized /Time Management

K.  Writing Skills


L.  Verbal Presentation Skills

1. 
1.  Please describe how your education, training and experience have prepared you for this position. (A, G)
2. Customer service is very important to the [Agency].  What does this term mean to you?  How would you implement your philosophy in this assignment?  (E)

3. How would you describe your management style?  Can you cite a specific situation which would provide us with an example of how your management style helped to gain closure on a problem or challenge? (A, B)
4. Please describe your experience in recruiting, selecting, training and evaluating part-time staff.  (A, B)

5. Tell us your system for planning and managing major tasks, assignments, projects and programs.  How do you organize your approach to a major task?  How do you manage demands on your time?  (J)

6. Please describe a situation in which your resourcefulness shone through.  What was the situation?  What actions did you take?  What were the results?  (C)

7. Please describe your vision for the Recreation field in the year 2010.  (C, D)

8. What are some of the techniques you have used to market and promote recreation programs?  (I)

9. Please describe your experience in developing and monitoring a budget.  (H)

10. What experience do you have working cooperatively with other non-City agencies  (F)
11. What do you want us to remember about you?  Why are you the best candidate for this position? 

Recreation Supervisor 

Please note:  

Candidates will have 20-30 minutes maximum to respond to the following questions:

Core Competencies:  

A.  Leadership 


B.  Communication 

C.  Partnership Building


D.  Resource Development 

E.  Evaluation 

F.  Strategic Thinking

1) What are you most proud of accomplishing in your career and why?    A, B, E

2) What would you hope to accomplish within your first six months on the job as Recreation Supervisor for Senior Services & Special Needs Program?  What steps would you take to assure accomplishing your goal(s)?     A,B, F

3) How do you motivate your staff to maximize their time and efficiency?  Please give us a specific example of how you have applied this in your current position.  A, B
4) Give us an example of a time when you helped a staff member accept change and make the necessary adjustments to move forward.  What were the change/transition skills that you used?  What was the outcome?   A, B
5)  What challenges do you see with working with a predominately volunteer based program?  Please provide a specific example of a challenge you faced and how you worked through it.  A,C, F
6) Tell us about your experience working with contractors and/or maintenance staff.  What did you do to facilitate communication?
7) Tell us about a challenge you faced in trying to work cooperatively with someone who did not share the same ideas –What was your role in achieving the work objective.  What was the long-term impact on your ability to get things done while working with this person?    A, C, F

8) What current societal trends are applicable to Senior Services and Special Needs? How would those trends guide you in terms of short and long term planning? How would those trends effect program decisions  A-F

9) What is your experience in marketing for Senior and Special Needs populations?  Please give a specific example of a marketing tool that you implemented.  How did you measure it’s effectiveness?  What would you do differently next time?  B, D, E

10) Fund raising and Grant writing are important assets for this position.  What is your experience and success in these areas?  C, 

11) Give us your impressions of [Agency] and why you would like to serve our community.  

Recreation Supervisor

1.
Tell us a little bit about yourself and what drew you to a career in Recreation. 

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

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

4. 
How do you define a “challenge”? What have you found challenging in your current position? 

5.
What does it mean to be a “Team” player?

6.
Describe your style of supervision.  Give examples of how you would manage programs and staff to ensure quality service, appropriate behavior and build morale.

7.
To date, what is the one professional achievement you are most proud. 

8.
Provide us with an example of your success at multi-tasking.

9.
You are planning Halloween activities, describe the actions you would take to ensure communication among staff, co-workers, the Department, your immediate supervisor and City Hall.

10. 
Please describe your definition of Community Services and its interactivity with Cultural Arts and Senior Services?

11. 
How familiar are you with a public agency budget and how it works? Explain your experience in preparing a municipal budget.


12.
Describe your experience in administering grants and overseeing capital projects ?

13.   What do you think are the top three issues facing this community in recreation today?

14.  What are your suggestions for improving staff turnover, and/or retaining good employees on a longer term basis? 

Situations:

15. Describe a process you could implement to formulate and recommend agency policies, &  

department priorities to the Commission that offer recreation experiences that include the fostering of human development, cultural arts, health and wellness and community identity.

16. Please explain your knowledge of the Quimby Act and provide examples on how agencies   

      are negotiating with developers for parkland purposes.

17.  What process would you use in assessing community needs, monitoring and evaluating    

       programs?

18.  From the last questions how would you demonstrate the outcomes both qualitatively and  

      quantitatively.

19.  As part of your duties, you will be responsible for several large community special events  

       and their program budgets.  Please describe for us a special event you were in charge of    

        where you collaborated with multiple organizations, used volunteers and paid staff and how    

        the event was funded.

20.   What was your last public speaking experience and to how many people? 
21.
As the new Recreation Supervisor you will be responsible for overseeing the operations of the pool. 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?

22. 
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. How do you handle the situation? 

Pre-Interview Assignment:

23.  
Please respond to this mother in writing you have 15 minutes. 


A mother (who coincidentally is best friends with a City Councilmember) complains to you that her 4 yr. old daughter has not passed ATT (advanced tiny tots) for the third time this summer, “She seems to swim fine but instructor Joe keeps her back every time. In addition during all three sessions several different instructors have been teaching her class, there’s just not continuity. I pay twice as much for these classes as the classes available at surrounding pool, because of the reputation here.” There is no room in ATT and she’s too advanced for Tiny Tots. A Kinder Kids class is open. How will you accommodate this customer? 

Senior Recreation Supervisor

Core Competencies We Are Looking for:


A. Leadership




B. Communication


C. Partnership and Coalition Building

D. Outcome Driven Management


E. Resource Development


F. Research and Evaluation


G. Strategic Thinking

1.
Please describe your current role in the department and your responsibilities.  Please describe how your education, training, professional involvement and experience have prepared you for this position. (A-F)

2.
How would you describe your leadership style and management skills?  Please cite a specific situation that would provide us an example of how your leadership style helped to gain closure on a problem or challenge (A, B)

3.
What does customer service mean to you?  How would you implement your philosophy as a Senior Recreation Supervisor? (B)

4.
Describe how you motivate staff and build team spirit with co-workers.  Give examples. (A, B)

5. Please articulate your vision for this department?  How would you go about sharing that vision with other staff?  (A,B)

6. What evaluation tools, techniques have you used to evaluate programs and measure their success?  (D,F)

7. If I spoke to your current/former boss, what would he or she say are your greatest strengths/your greatest weaknesses? (A-F)

8. When you begin to work with new people, how do you get to understand them?  Are you successful in predicting/interpreting their behavior?  Give examples. (A, B)

9. Please describe your experience, successes and difficulties, if any, in developing partnerships and coalition building. (B, C)

10. Describe your budget skills and what success you have had in seeking outside donations, sponsorships, and/or other resources?  (E)

11. Please explain your experience working with boards, commissions, neighborhood groups and members of the community (A,C).

That is the end of our questions.  Is there anything else you would like to add to your interview that would assist the Department in assessing your qualifications for this position? (A-G)  Do you have any questions or comments?

Recreation Supervisor-Senior and Special Needs Programs

Please note:  

Candidates will have 20-30 minutes maximum to respond to the following questions:

Core Competencies:  

A.  Leadership 

B.  Communication 
C.  Partnership Building


D.  Resource Development 
E.  Evaluation 
F.  Strategic Thinking

1. We have reviewed your resume and would like to ask you to begin by giving us a brief overview of your education and experience as they relate to being successful in this position.

2. What effective leadership qualities do you think are important as a Recreation Supervisor.  How have you demonstrated these qualities in your past/ current position?  (leadership)

3. Tell us about your most successful attempt encouraging or leading others to take action.  How did you encourage others to take action?  What was the result of your efforts?  Did anyone comment on your actions?  What was said?  (encourages teamwork/ group achievement)

4. In developing programs for the community there are often competing interests and needs, as well as limited resources and facilities. What methodology or criteria do you use to make sound program decisions that will have maximum impact upon the community and most effectively use resources?  Please give a specific example in which you have successfully accomplished this. (strategic planning, resource development)

5. In your career, what assignments or projects do you consider to have required the greatest amount of  planning and prioritization?  Select one and tell us how you accomplished this assignment?  How would you evaluate your effectiveness?  (planning/ organization)

6. Describe a situation in which you made changes to current responsibilities/ operations to meet future needs.  What process did you use and what was the outcome?  Is there anything you would do differently, please explain.
(strategic planning, displays vision)

7. Please describe a success and challenge you have experienced, in developing partnerships and coalition building. (Communication, partnership building)

8. What experience/ success have you had in seeking outside donations, sponsorships, and grant funding to offset the cost of offering programs or services? (resource development)
9. What was the most memorable challenge you faced in trying to work cooperatively with someone who did not share the same ideas by telling us your role in achieving the work objective.  What was the long-term impact on your ability to get things done while working with this person?  (Interpersonal skills, partnership building)

10. Give us a specific example of how you have helped create an environment where differences are valued, encouraged and supported.

11. Tell us about a time when your department was going through long-term changes or working on a long-term project.  What did you do to keep your staff focused?  (strategic planning/coaching/ evaluation)

Recreation Supervisor-Senior and Special Needs Programs

Core Competencies:  

A.  Leadership 

B.  Communication 

C.  Partnership Building





D.  Resource Development 
E.  Evaluation 

F.  Strategic Thinking

You will have 30 minutes to answer a total of 9 questions from the panelists-

1. We have reviewed your application/ resume….. Please give us a brief overview of your qualifications as they relate to this position. (A-F)

2. Managing a Senior Center and Special Needs operations requires juggling multiple tasks and projects and re-prioritizing as needed to meet goals and objectives.   Tell us about your time management skills and provide examples of how you are successful in managing projects, realigning priorities and meeting deadlines.

3. Tell us about a time that you identified a future need and established a vision for your team.  What steps did you take to meet this vision/goal.  What was the outcome?  (E, F)

4. Describe a situation in which you made changes to current operations to meet future needs.  What process did you use and what was the outcome?  Is there anything you would do differently, please explain.
(A, E, F)

5. Tell us about a time you had to make an unpopular decision-  What was it?  What approach did you use in coming to the decision?  Communicating the decision?  What was the outcome?  (A, B, C)

6. The senior demographics and psychographics (behaviors, attitudes, interests) are changing as new generations are coming into the senior phases of their lives-  what do you envision as the key components of  senior services/ senior centers in the next 5 years?   Please describe your plan/strategy to see this vision take form. (A,E, F)

7. The Recreation Supervisor of the Senior Services and Special Needs programs will be a primary team member in developing and implementing an inclusion strategy for the department.  Please explain what components you feel are most important in an inclusion strategy, and steps you would take to lead the department in this area (A, D, E, F)

8. Tell us about your experience in seeking outside donations, sponsorships, and grant funding. (resource development)  What has been you most successful approach?  (D)

9. Tell us about 2 successful partnerships you have established, why the partnerships were successful and what outcomes were achieved through these partnerships. (A, C)

Recreation Supervisor – Youth Development
Core Competencies We Are Looking For:


A.  Leadership




B.  Communication


C.  Partnership and Coalition Building

D.  Outcome Driven Management


E.  Resource Development


F.  Strategic Thinking


G.  Youth Development Skills


H.  Programming Skills



1. Describe one or more of the most successful programs that you have implemented and the impact upon its participants and the community. (A,D,G,H)

2. We are beginning the transition of youth recreation services from traditional activities to a framework of programs that addresses human needs which support the healthy growth of young people.  Why is it important to go in this direction? (G)

3. What, if any, are the differences in the needs and interests of middle school youth vs. high school youth? How would you approach developing programs in response to those needs and interests? (G,H)

4. You have been successful in implementing Friday and Saturday evening teen center programs that are well attended, but perceived by some to serve a limited segment of the teen population. What might you do to expand the breadth of teen programs and attract a broader portion of that population?  (A, F, G, H)

5.  Please describe your experience involving youth in program and/or policy decisions. (A,B,C,G)

6. What methods, tools, and techniques do you use to evaluate programs and measure their success?  (D)

7. In developing programs for youth and teens there are often competing interests and needs, as well as limited resources and facilities. What methodology or criteria do you use to make sound program decisions that will have maximum impact upon the community and most effective use of resources? (F,E)

8. What success have you had in seeking outside donations, sponsorships, and funding to offset the cost of offering programs? (E)

9. What experience do you have working cooperatively with other non-City agencies? (C)

10.  The City Council has directed staff to develop a Youth Master Plan. What is the value of such a document and what kind of information might it contain? What method would you envision using to gather the information and whom would you involve in the process?   (F)

11. A new city council member has suggested that our programs and services be more “family friendly”. What does this term mean to you and what might you do to implement this philosophy?  (B,F)

12. This position has a clear Youth Development focus but the remainder of the assignment is still to be determined, depending on the skills of the successful candidate.  What attracted you to this opportunity?  Why are you qualified for this position?  (B)

Program Supervisor/Recreation

1. What steps have you taken in preparation for interviewing for this position? Please be specific regarding staff you may have spoken to or meetings attended.

2. What is your philosophy of customer service? Give examples of how you demonstrate it with customers, co-workers, and superiors.

3. As the Program Supervisor/Recreation, you will have a number of responsibilities including supervising program coordinators, overseeing the operations of the Community Center and class registrations, etc. Describe how you would balance your workload to give equal attention to each responsibility.

4. Describe one of your most successful programs or events. What made it so successful? How did you market/promote it?

5. Describe your experience in developing and/or managing program budgets. What is your experience with cost-recovery programs?

6. The Parks and Recreation Department staff is eclectic in work styles, backgrounds and personalities. Thinking about your past experiences, what style or personality is the most difficult for you to work with? What efforts have you made in that situation to develop a positive and effective working relationship?

7. Think of the more difficult decisions you have had to make in a work setting. What were the circumstances? What did you decide and why? Would you do it differently if you had the opportunity to do it over again?

8. Why have you chosen to work in the public sector? How do you foster a public service philosophy with co-workers and staff?

9. If a current/past supervisor were to identify two areas in which you need to develop your abilities what would they be? What have you done to address these areas?

10. Why do you believe you are the best person for this position?
Recreation Leisure Services Assistant Supervisor 

1. Are you familiar with the Assistant Supervisor Job Description?  Do you have any questions you would like to ask us about the job description?

2. How do you feel your experience and your education qualify you for the position of Assistant Supervisor at our agency?

3. Tell us about your past supervisory experience.

4. How would you describe your style of supervision?

5. Tell us what experience you have had working with adults and seniors with developmental disabilities and acquired brain injuries, and why you enjoy working with these groups.

6. What is your philosophy of therapeutic recreation?

7. What do you feel are the benefits of the therapeutic recreation program for the department?

8. In your opinion, what are the most important qualities of a program leader?  What are the most important qualities of an assistant supervisor?

9. How would you handle a situation in which one leader has brought legitimate complaints to you regarding the questionable work performance of a second leader?

10. As an Assistant Supervisor you are participating in a department staff meeting with your Supervisor and staff.  Your supervisor has just handed down an unpopular decision to staff.  There are a selected few who verbally complain during the meeting.  These same staff approach you after the meeting and continue to complain about the decision.  What is your role?  How do you handle the situation?

11. What do you perceive as your role in the professional development of the staff in the Department?  Have you presented staff in-services?

12. How do you feel about working closely with the program supervisor, accepting additional paper work assignments, and also working in programs?

13. Do you have a Class B license?  Are you willing to obtain one?

14.  Do you have any additional information you would like to share with us, or do you have any additional questions to ask us?

City Gym Supervisor
JOB PREPARATION, EXPERIENCE, TRAINING:
Please tell us how your experience and training has prepared you for this position.

SUPERVISORY SKILLS:

Please describe how your experience has developed you as a supervisor, and how that will apply to the Supervisor position at the Gym and Pool.

DECISION MAKING, PROBLEM SOLVING:

Please give an example of a problem you encountered within your current position, and how you resolved the problem.

TECHNICAL KNOWLEDGE: COMMUNITY CENTER SUPERVISOR:

1. What is your experience working with contract instructors?

2. How do you schedule contract classes to best meet the needs of the community?

3. Do you think that the current Community Center rental program is effective?

4. How would you improve it?

5. What can you do to empower the staff at a community center?

6. What type of staff trainings do you think are important?

7. How often do you evaluate your staff?

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

INTERPERSONAL COMMUNICATION SKILLS:

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

