
 
 
 

JOB ANNOUNCEMENT 
 

 
 
POSTING DATE: September 25, 2009 
 
POSITION TITLE: ACTIVITY LEADER—SCHOOL-AGE PROGRAMS 
 
POSTING NUMBER: 0909-SUBACTLDR (Supplemental Questionnaire required) 
 
SALARY RANGE: $8.63–$11.28 per hour  
 
HOURS:  Substitute position. Less than 20 hours per week; Typically 7 a.m.-

8:30 a.m. and/or 2:30 p.m.-6 p.m. Monday through Friday, except 
holidays. Hours can vary per applicant. 

   
GENERAL DUTIES: Monitors and supervises elementary school-age children in a variety 

of activities at a program site; develops and recommends program 
activities and projects; performs related work as required. 

EXPERIENCE &  
TRAINING: High school graduation or equivalency and one year of experience 

working with children; or any satisfactory combination of experience 
and training that demonstrates the knowledge, skills, and ability to 
perform the required duties. 

NECESSARY  
REQUIREMENTS: Possession of or ability to obtain current first aid and CPR 

certificates, Oregon Food Handler Permit, and valid Oregon driver’s 
license; safe driving record. May be required to submit fingerprints. 

 
HOW TO APPLY: Willamalane requires a completed application form for each position 

applied for. Application materials may be obtained online at 
www.willamalane.org or at the Willamalane Community Recreation 
Center, 250 South 32nd Street, Springfield, OR 97478, between 
8 a.m. and 6 p.m., Monday through Friday, except holidays. 

 
STARTING DATE: As soon as possible/when needed. 
 
CLOSING DATE: June 1, 2010 at 5 p.m. or until filled, whichever occurs first. 
 
 

 
DRUG-FREE WORKPLACE 

EQUAL OPPORTUNITY EMPLOYER 
 
 

Willamalane Community Recreation Center  (541) 736-4544  www.willamalane.org 
 



 
 

 
 

 
ACTIVITY LEADER—SCHOOL-AGE PROGRAMS 

Nonexempt 
 
GENERAL STATEMENT OF DUTIES: Monitors and supervises children in a variety of 
recreation activities; develops and recommends program activities and projects; ensures safety of 
children who are participating in the program; does related work as required. 
 
DISTINGUISHING FEATURES OF THE CLASS: An employee in this classification is 
responsible for ensuring the safety of children in the program while supervising and assisting 
children in recreation activities such as games, songs, learning activities, arts and craft projects, and 
special events; and for developing and recommending program activities and projects. Work is 
performed under the supervision of a Community Recreation Supervisor, with daily on-site direction 
from a Program Leader. Supervision is not normally a responsibility of positions in this 
classification. 
 
EXAMPLES OF ESSENTIAL DUTIES PERFORMED: (Illustrative only. Any single position of a 
class will not necessarily involve all of the duties listed, and many positions will involve duties that 
are not listed.) 
 
• Monitors participant safety with various measures including attendance taking and       

frequent head counts. Ensures the safety of all participant and program staff at the site. 
 
• Supervises and assists children in recreation activities such as games, songs, learning activities, 

arts and crafts projects, and special events; leads and directs activities as requested. 

• Develops and recommends program activities and projects. 

• Prepares and serves snacks; performs necessary cleanup. 

• Disciplines children, including administering time-outs and developing/monitoring behavioral 
programs as necessary. 

• Administers first aid and responds to emergencies as required. 

• Prepares site; sets up supplies and/or equipment for activities; performs necessary cleanup. 

• Responds to questions from parents and keeps them informed regarding child’s 
progress/achievements. 

• Reports cases of suspected child abuse to supervisor and contacts Services to Children and 
Families as necessary. 

• Performs other job-related duties or tasks as required. 
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DESIRABLE QUALIFICATIONS: 
 
KNOWLEDGE: Some knowledge of behavior management and discipline of children. 
 
SKILLS: The administration of basic first aid and CPR; leading activities for children. 
 
ABILITIES: Work successfully with children, parents and staff; deal effectively with behavioral 
problems of children; provide clear instructions and directions; understand and follow oral and 
written instructions. 
 
PHYSICAL DEMANDS OF POSITION: While performing the duties of this position, the 
employee is frequently required to sit, stand, bend, kneel, stoop, communicate, reach, and 
manipulate objects. The position requires mobility including the ability to move materials weighing 
up to 25 pounds on a regular basis such as boxes/bags of activity materials, snack foods, etc.  
Manual dexterity and coordination are required over 50% of the work period while working with 
children in activities. 
 
EXPERIENCE AND TRAINING: High school graduation or equivalency and one year of 
experience working with children; or any satisfactory combination of experience and training which 
demonstrates the knowledge, skills, and ability to perform the above-described duties. 
 
NECESSARY SPECIAL REQUIREMENTS: Possession of or ability to obtain current first aid and 
CPR certificates; possession of or ability to obtain a current Oregon Food Handler Permit; 
possession of or ability to obtain a valid Oregon driver’s license; safe driving record. Because this 
job is considered safety sensitive, a drug screen test will be required prior to employment. 
 
 
2/2009 
 





