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Job Descriptions – Harvard Town Beach
[bookmark: _GoBack]Summer 2018
The Harvard Town Beach


The Harvard Town Beach is a medium sized beach run by the Town of Harvard Park and Recreation Commission on Bare Hill Pond.  It is open for Residents of Harvard and their guests from Memorial Day to Labor Day.  All Harvard Town Beach staff, programs and equipment are managed and overseen by a Beach Director.  

Major programs include Swimming Lessons, Boating Lessons, Free Swim and other aquatics related programs.  The Harvard Town Beach also provides private swimming and boating lessons, Water Tot’s classes, water aerobics, certification courses in Lifeguarding, CPR, First Aide and other aquatics related certifications.  All Swimming Lessons are taught by American Red Cross certified Water Safety Instructors, and are assistant taught by certified Harvard Water Safety Aides.  All Boating classes are taught by certified boating instructors, and assisted by Harvard Boating Safety Aides.  
The Harvard Town Beach also staffs the Parking Lot, monitors the boat mooring rentals, canoe and kayak rental racks, manages the renting of town boats to residents, and maintains the cleanliness and maintenance of the beach and related facilities. 

Working at the Harvard Town Beach

The Harvard Town Beach seeks qualified candidates that are dedicated to aquatics programs, to serving the residents of Harvard, and are dedicated to working hard.  Many successful applicants have participated in Harvard Town Beach programs (swimming and boating), have taken the Harvard Town Beach WSA (Water Safety Aide) course, and have been volunteers at the Harvard Town Beach for at least one full summer.  It is strongly encouraged and strongly preferred to have taken this WSA course (see Registration System), and to have Waterfront work or volunteer experience. 

Top qualities include: maturity, responsibility, and initiative.  Successful employees are the ones that are always looking for tasks they can take on to help improve the beach – whether it be maintenance tasks such as picking up trash, checking the bathrooms, organizing lifejackets, sweeping the parking lot; community tasks such as building a sandcastle with younger patrons; or even bigger things like bringing a new program to swim lessons or developing a policy for renting town boats.  Successful candidates will not only be qualified for the job descriptions below, but also be excited about helping the Harvard Town Beach become the best program it can.  

Note on Certifications:  Extremely qualified candidates that do not have all of their certifications up to date will be considered for the positions given that they will get their certification by June 30th.  These candidates must have a history of waterfront experience. 

Application Process: 
The open jobs will be posted for at least two weeks on the Park and Rec Website and at the Town Hall.  Please see the Park and Rec Website, under “Documents” tab, for summer employment applications. Qualified applicants will be given an interview, and decisions for new applicants will be notified by mid-June.  




Positions are listed on the following pages.


Positions:

Beach/Waterfront Director
In conjunction with the Town of Harvard Parks and Recreation Commission, the Beach Director is responsible for ensuring the safety and wellbeing of all patrons of the Harvard Town Beach.  Principally in charge of running and overseeing staff, programs, and events held by the Harvard Town Beach under the direction of the Commission.   Primary programs include swimming and boating lessons, parking stickers, resident boating spaces, boat rentals and all activities on the beach property.   

Additionally, responsible for working with P&R Commission to communicate any issues, as well as overseeing other programs and events that take place on the Town of Harvard Beach property. 

Pre-Season: 
· Creating Budget for staff, equipment, programs, maintenance, etc. 
· Creating a staff plan to be presented to park and rec. commission before season opens
· Maintain record of all beach safety items: staff certifications, water testing results
· Provide bi-weekly updates on beach budget-staffing costs, Beach expenses, and beach incoming revenue. In accordance with payroll schedule.
· Create a program schedule: swimming lessons, boating lessons, special events, and investigate new program ideas – 
· Manage registration for programs on website
· Advertise Beach Programs - 
· Inventory all equipment, purchase new needed equipment, schedule staff and volunteers to perform maintenance duties
· Hire new and returning staff: reach out to former staff, advertise positions, accept applications, interview all returning and new applicants, notify hired staff, ensure all summer staff hiring paperwork is complete and in order (CORI, SORI, emergency contact, and government forms)
· Schedule training and certifications for all staff (CPR, First Aide, AED, Lifeguard Waterfront, Summer Staff Orientation, Staff Training Drills). 
· WSA Volunteer Training Course: Advertise, interview, plan curriculum for and hold 15 hour WSA course
 
Beach Sessions:
· Create and maintain staff schedules : WSI, WSA, Lifeguard, Parking Lot Attendant, Volunteer WSA
· Submit Payroll to Beach Liaison on a weekly basis- To included Punch cards as backup
· Answer questions and address concerns of patrons – on the beach, on the phone, over email, in a timely manner.
· Staff Meetings – hold weekly staff meetings to ensure clear communication within staff
· Oversee all staff and volunteers
· Submit to Beach Liaison all logs for revenue collected for programs at beach – Ice Cream, Beach Stickers, Boat Launches, Lessons – Implements a proper receipt book on all revenue generating activities. 
· Organize and oversees public events:  July 4th Pond Games, Bon Fire 
· Support the running of other events held on Beach premises: Triathlon, 5th Grade Pond Party
· Supervise the safety, policies, and procedures on the beach
· Implement staff mid-summer evaluations and exit interviews with all staff, in accordance with town HR policies
· Enforce Disciplinary protocol. Any infractions must be reported to the HR dept.
· Conduct staff in-service training and tests and record results
· Oversee the implementation of all programs to ensure quality.  
· Oversee record keeping of all lesson progression by participants
· Maintain record of Water Testing Results
· Ensure washing station is available and utilized for all launched boats going into the pond.
· Other duties as assigned

Post Season:
· Oversee inventory of all supplies, equipment, property, premises, etc.
· Record maintenance issues, create a replacement/maintenance plan and present to PR Committee
· Oversee closing of beach: take in from the water and premises all town equipment and place in winter storage areas
· Present summer closing report to P & R Commission including a review of: program sign-ups, events, revenue, costs, issues/concerns, future beach needs
· Present Summer Report Binder to P & R Commission Beach Liaison – follow guidelines outlined by DCR for suggestions


Recommended minimum qualifications
Education and Experience:
High School graduation and five years experience as a Red Cross Instructor of the highest level or any equivalent combination of education and experience.

Knowledge, Ability, Skills:
The beach director must be certified Red Cross Instructor of the highest level, with years of actual life guarding experience.

Working knowledge of Commission practices and procedures. Thorough knowledge of board duties and responsibilities. Ability to organize time and work independently. Ability to deal appropriately and effectively with the public. Ability to apply state and town laws to current problems.

Experience working at or participating in Harvard Town Beach Programs preferred.


Head Guard- 

Under the direction of the Beach Director, the Head Guard assists the Director in administrative tasks in addition to regular lifeguarding duties.  The details of the administrative tasks to be shared are to be worked out between the Director and the Head Guard, and will include but will not be limited to assisting with: creating lifeguarding  and swim instructor schedules, directly supervising a portion of the staff, and ensuring they are completing their job requirements.  Supervising all staff and beach activities when the Director is not present on the beach.

Required Qualifications: CPR, First Aide, AED, Lifeguard, Waterfront, and Water Safety Instructor certifications all up to date.  At least 3 years of experience as a lifeguard, and at least two years of experience as a WSI.  Experience working at or participating in Harvard Town Beach programs strongly preferred.  

Skills:  This candidate must have excellent communication, team work, and problem solving skills.  This position will work extremely closely with the Beach Director, and must be able to do so in a professional manner.  Must be excellent at communicating with the public, supervising staff.  Must have strong organizational and administrative skills. 



Examples of Specific Job Responsibilities:
· Beach Program and Maintenance Projects
· Weekly identifying projects for the Beach facility and programs for the staff and guards to carry out during their time on the clock
· Identifying materials/supplies for these projects, communicating these needs to the Director
· Supervising these projects, asking for help when needed
· Ensuring projects are carried out in a timely, efficient and effective schedule
· Scheduling Life Guards:
· Creating the lifeguard and sticker checking schedule according to what jobs staff are eligible, their time-off availability
· Calculating hours given out per staff and documenting in Beach Computer
· Working with the Head Instructor to ensure overall hours distributed are equitable according to seniority on staff
· Documenting the official schedule on the Beach Computer


Water Safety Instructor:
Responsible for teaching assigned swimming lessons or other aquatics programs, during all sessions of swimming lessons.  Responsible for maintaining course records, attendance, student evaluations, and course completion records.  Responsible for creating class lesson plans for the session.  Also responsible for supervising Water Safety Aides (WSA) and volunteers assigned to your class.  Must be willing to not only teach the class, but be willing and interested in teaching the WSA and volunteers how to be helpful in class, and demonstrate and explain the basics of teaching.  

Required Qualifications: WSI, Lifeguard, First Aide, CPR, AED, and Waterfront Certifications up to date.  

Skills:  Must be an excellent communicator with other staff and the public.  Must be passionate about teaching aquatics skills, as well as teaching skills to fellow staff.  Must be a team player willing to go above and beyond for the good of the entire Harvard Town Beach Programs.   Willingness to teach classes outside of your comfort zone strongly preferred.  

Boating Instructor: (Canoe, Kayak, Sailing)
Same as Water Safety Instructor, but must additionally be experienced and trained in teaching the related boating safety course.   

Additional Required Certifications:  Must either be certified to teach relevant boating course or have three years of experience teaching boating, or three years assisting teaching boating. 


Lifeguard:
Responsible for ensuring the safety of all patrons in the swimming area, and all patrons outside of the swimming area to the extent that is reasonable.  Harvard Town Beach Lifeguards respond to emergency calls that are outside the swimming area, and anywhere on the pond.   Must have excellent communication, conflict resolution, team work, skills.  Experience working on waterfronts strongly preferred. 

Required Certifications: Lifeguard, Waterfront, CPR, AED, First Aide. 




Water Safety Aide:
Responsible for assisting with Swimming and Boating courses throughout lessons.  Key to this position is a future goal of becoming a Water Safety Instructor, and a dedication to take on whatever tasks are needed to keep the beach a clean, safe, facility.  Depending on level of experience and qualifications will work shifts either as a Parking Lot Attendant, Rental Attendant.  The WSA’s are usually the staff who put in 150% in hopes of proving that they can take on the responsibility of being a WSI.  

Required Certifications:  CPR, AED, First Aide.  WSA Volunteer Course (run by the Town of Harvard) - all WSA’s must complete the WSA Volunteer Course before being selected as a WSA volunteer or paid position.  


Other Job Responsibilities Shared by Other Staff Positions
The following positions are additional job positions that are taken on by the above mentioned staff.  In the consideration of your application, your ability and qualifications for these positions will also be considered. 

Parking Lot Attendant (Sticker Checker)
Responsible for monitoring the parking lot, selling beach stickers, selling boat launch passes to out of town boaters, maintains cleanliness of parking lot area, reports all problems to supervisor on duty.  Must have good communication skills, must be able to address patrons and make them aware of the rules of the beach (even when it is sometimes awkward and not fun to do).  Must be able to maintain professionalism even during down times.  Must have initiative to look for tasks to do  

The evening sticker checker works beyond regular beach hours, approximately 4:30 – 7:30 pm.
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