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About the Cover Page Artwork

Community recreation such as sports, culture, arts and other recreation events not only promotes a 
healthy lifestyle, but also indicates community pride, wellbeing and functioning. Well organized events 
and gatherings are a positive experience for everyone – organizers, participants, volunteers and other 
community members. The artwork on the cover depicts typical northern Saskatchewan community 
events from ski racing, dance groups and voyageur canoe paddling to cultural gatherings with 
traditional hand games. The activities are set on the background of the medicine wheel to emphasize 
year round community recreation as an important part of the holistic approach to wellbeing.

About the Artist

Miriam Körner is a writer, photographer and visual artist. Her fascination with the enchanting yet 
unforgiving North, its people and traditional life-styles is a common subject in her artwork. Miriam lives 
with her husband and 17 sled dogs near La Ronge, Saskatchewan.

About the Author

Flo Frank of Common Ground Consulting Inc. (Meacham, Saskatchewan) is the author of this 
handbook.  She has worked and lived in northern Canada for most of her life (in part in Uranium 
City, Saskatchewan) and is respected internationally for her work in community development. One 
of her fi rst jobs was Senior Recreation Director for The Department of Culture Youth and Recreation 
in Alberta, so she understands the sector very well. She has written over 30 community  “How 
To” or self-help books, and she provides training and workshops on most of the topics in this 
handbook. Her love for the north, her respect for sport, culture and recreation and her down to 
earth - common sense approach is very evident in this handbook. 

Library and Archives Canada Cataloguing in Publication

Community recreation handbook for northern Saskatchewan / Northern Sport, Culture & Recreation 
District.

Includes index.
ISBN 978-0-9866712-0-3

1. Recreation – Saskatchewan, Northern – Handbooks, manuals, etc.
2. Recreation – Saskatchewan, Northern – Planning – Handbooks, manuals, etc.
3. Recreation – Saskatchewan, Northern – Management – Handbooks, manuals, etc.
I. Northern Sport, Culture & Recreation District
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“I think the handbook will be a very helpful guide for northern communities and especially new staff 
working in the recreation sector … maybe it can even help with the high turnover. We need to have a 
more consistent structure and there are tools here to help us do that.”
Estelle Laliberte, Executive Director, Buffalo Narrows Friendship Centre

“This handbook looks like a fantastic resource with a great deal of useful information. I will be sure 
to use it and promote it to the many clients and communities I serve through SaskCulture Inc. The 
content will certainly assist communities in developing and maintaining sport, culture and recreation 
activities at a local and provincial level.”
Damon Badger Heit, Coordinator of First Nations & Métis Initiatives, SaskCulture Inc.

“It has a lot of information and good examples and stories that people in the north can relate to.”
Robert Yew, Canoe Lake Recreation Director

Permission and Use of Handbook Content

This handbook was developed over several months in 2009 and 2010 and released in October, 
2010. The tools in this handbook come from a variety of sources with their permission, and credit is 
given on each tool where possible. The tools are intended for community organization’s day-to-day 
use, and they may not be sold, mass produced, used in workshops by a professional paid trainer 
or distributed for profi t without the permission of NSCRD – see contact information at the back of 
the handbook. 

Credits and Thanks

The NSCRD would like to thank all the people who contributed to the development of this handbook. 
Special thanks to our members – the communities of northern Saskatchewan – for your quotes, 
stories, examples, and input into the handbook to make it yours – unique to the north and practical. 
Thank you to Marc L’Heureux for allowing us to use his northern photographs in this handbook. 

We would also like to recognize the NSCRD staff working group as well as our contractor Flo Frank 
and her assistant Ley Ward for their genuine commitment to this handbook. To the Administration 
Centre Printing Services for the design and layout work. Finally, thank you to the Community 
Initiatives Fund for their funding which made this handbook possible. 
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Job Description – Recreation Coordinator
(Source: Government of Northwest Territories, Municipal and Community Affairs)

Purpose of the Position
(The main reason for the position, in what context and what is the overall end result)
The Recreation Coordinator is responsible for management of all recreation facilities in order to provide 
clean and safe opportunities for sport and recreation and promote a healthy lifestyle for all community 
residents.

Scope
(The way that the position contributes to and impacts on the organization)
The Recreation Coordinator reports to the Senior Administrative Offi cer. He/she will manage all 
recreation facilities and assist with sport, recreation and leisure programs in the community. The 
Recreation Coordinator will monitor the care and maintenance of any equipment and facilities in the 
community. Failure to provide adequate services will result in unsafe recreation facilities or a lack of 
sport and recreation programs in the community. This will have an impact on the quality of life for all 
residents and will affect the health and wellness of community members, and youth and elders in 
particular.

Responsibilities
(Major responsibilities and target accomplishments expected of the position including the typical 
problems encountered in carrying out the responsibilities.)
1. Ensure recreation facilities are maintained in order to ensure a safe, clean and appropriate environment 
for recreation activities
Main Activities

• Ensure that recreation facilities are operated and maintained effectively and safely
• Prepare facility schedules
• Develop preventative maintenance programs
• Supervise janitorial services
• Ensure facility policy and regulations are adhered to
• Supervise the Recreation Facility Maintainer
• Book all sport rental and community events
• Manage contracts associated with the recreation program
• Monitor the use of recreation equipment and facilities

2. Assist with planning and developing sport and recreation programs in order to ensure that activities 
and events are made available for all community members
Main Activities

• Assess the recreation requirements of the community
• Communicate with community members to determine their needs and interests
• Research sport and recreation programs, funding sources and project requirements
• Access funding and prepare funding proposals
• Ensure a variety of sport, recreation and cultural programs are planned and implemented
• Ensure recreation information is available
• Develop recreation and sports organizations
• Evaluate the effectiveness of programs and identify areas where new programs are needed

Toolbox - 3. Staff and Personnel
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3. Implement recreation programs to ensure that residents have access to sport, recreation and leisure 
activities
Main Activities

• Schedule activities, facilities and volunteers as required
• Supervise and lead activities, particularly for youth and elders
• Recruit, train and oversee volunteers
• Assist with and facilitate local involvement in regional and territorial programs and competitions

4. Administer recreation programs to ensure that programs are delivered within guidelines and budgets
Main Activities

• Prepare a recreation plan
• Prepare the recreation program budget
• Prepare fi nancial and program reports
• Be familiar with legislation, policies, procedures and rules about sport, recreation and cultural 

activities, events and competitions
• Distribute information about regional and territorial participation and competitions
• Record information on and prepare reports concerning community programs, costs, numbers of 

participants and equipment and facility use
• Provide monthly and yearly reports about recreation programs and opportunities
• Ensure that all programs and activities are implemented according to relevant legislation, policies 

and procedures
5. Promote recreation and sport programs in order to ensure that residents are aware of available 
opportunities and activities
Main Activities

• Coordinate an active community relations campaign to promote recreational and cultural 
programs

• Arrange for advertising of programs
• Maintain constant community liaison including contacts with local, regional and territorial sport 

and recreation organizations
6. Perform other related duties as required

Knowledge, Skills And Abilities
(The knowledge, skills and attitudes required for satisfactory job performance)

Knowledge
The incumbent must have profi cient knowledge in the following areas:

• Management and operation of recreation facilities and equipment
• Recreation, sport and leisure program administration, management and delivery
• Recreation, sport and leisure program evaluation
• Coaching theory and practice
• Volunteer training, development and recognition
• Events coordination and planning
• Northern cultural activities and traditional sports and games
• An understanding of relevant legislation, policies, procedures and rules
• An understanding of the northern cultural and political environment
• Knowledge of emergency procedures, First Aid and CPR

Toolbox - 3. Staff and Personnel
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Skills
The incumbent must demonstrate the following skills:

• Team and management skills
• Financial management skills
• Supervisory skills
• Contract management skills
• Strategic planning skills
• Analytical and problem solving skills
• Decision making skills
• Negotiations skills
• Effective verbal and listening communications skills
• Computer skills including the ability to operate spreadsheets and word processing programs at 

a highly profi cient level
• Effective written communications skills including the ability to prepare reports
• Effective public relations and public speaking skills
• Research and program development skills
• Stress management skills
• Time management skills

Personal Attributes
The incumbent must also demonstrate the following personal attributes:

• Maintain standards of conduct
• Be respectful
• Possess cultural awareness and sensitivity
• Be fl exible
• Demonstrate a dedication to the position and the community
• Demonstrate sound work ethics
• Be consistent and fair

The Recreation Coordinator would normally attain the required knowledge, skills and attitudes through 
completion of a Degree or Diploma in Recreation Management and/or completion of the Recreation 
Facility Operators Program with related recreation programming experience. Equivalencies will be 
considered.

Working Conditions
(The unavoidable, externally imposed conditions under which the work must be performed and which 
create hardship for the incumbent including the frequency and duration of occurrence of physical 
demands, environmental conditions, demands on one’s senses and mental demands.)

Physical Demands
(The nature of physical effort leading to physical fatigue)
The Recreation Coordinator is expected to supervise, oversee and monitor recreational, leisure and 
sporting events in all weather conditions. He/she will be expected to lift, carry and manage equipment 
and supplies and participate in and train others in the rules of sport. He/she may have to work odd or 
long hours at a time to complete special requests or projects or to participate in or coordinate evening 
and off-hour activities. The Recreation Coordinator may be participating in and leading strenuous 
physical activities, both indoors and out.

Toolbox - 3. Staff and Personnel



Community Recreation Handbook - Northern Sport, Culture & Recreation District 201

Environmental Conditions
(The nature of adverse environmental conditions affecting the incumbent)
The Recreation Coordinator may work in a number of facilities and outdoor locations and may have to 
manage a number of people and projects at one time. They may be interrupted frequently to meet the 
needs and requests of residents. The Recreation Coordinator may fi nd the environments to be busy, 
noisy and will need excellent organizational and time and stress management skills to complete the 
required tasks. The Recreation Coordinator must be prepared to deal with injuries and accidents as a 
result of recreational and sport events.

Sensory Demands
(The nature of demands on the incumbent’s senses)
Sensory demands can include reading and use of the computer, which may cause eyestrain and 
occasional headaches. The situations and programs may be noisy and busy making it diffi cult for the 
Coordinator to concentrate.

Mental Demands
(Conditions that may lead to mental or emotional fatigue)
Sport and recreation are very important to the residents. The Recreation Coordinator will have to 
manage a number of requests and projects at one time. He/she must be aware of all recreation 
programs in the community and any and all relevant legislation, policies and procedures. He/she may 
have to complete a number of tasks and responsibilities at one time, and must be prepared to deal 
with emergencies and stressful situations at any time.

Certifi cation

___________________________________________________________
Employee Signature

___________________________________________________________
Printed Name    Date
I certify that I have read and understand the responsibilities assigned to this position.

___________________________________________________________
Supervisor’s Title

___________________________________________________________
Supervisor’s Signature   Date
I certify that this job description is an accurate description of the responsibilities assigned to the 
position.

___________________________________________________________
Senior Administrative Offi cer’s Signature   Date
I approve the delegation of responsibilities outlined herein within the context of the attached 
organizational structure.

The above statements are intended to describe the general nature and level of work being performed 
by the incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities and 
activities required of the position.

Toolbox - 3. Staff and Personnel




