
CITY OF BEVERLY HILLS 
Department of Human Resources 
455 North Rexford Dr., 3rd Floor 

Beverly Hills, CA 90210 

https://www.governmentjobs.com/careers/beverlyhills

 

INVITES APPLICATIONS FOR THE POSITION OF:
Recreation Services Manager

An Equal Opportunity Employer

SALARY
$55.84 - $69.37 Hourly    $4,466.94 - $5,549.65 Biweekly    $9,678.37 - $12,024.24 Monthly

   $116,140.44 - $144,290.88 Annually

OPENING DATE: 08/20/21

CLOSING DATE: 09/24/21

THE POSITION

This job posting has been extended and will continue accepting applications until Friday,
September 24th, 2021 at 5:00pm PT.

Job Summary
Under general direction of the Assistant Director of Community Services/Recreation & Parks,
plans, directs, implements and manages a wide variety of Citywide programs and services offered
to the community through the Recreation Division. 

 
Who We Are 

 The City of Beverly Hills has a long-standing reputation for providing superior customer service to
residents, businesses, and visitors. This characteristic, combined with outstanding staff in all
departments, has been a hallmark of success for this high performance organization. The
municipal government (approximately 1,080 full-time and part-time employees) provides the
highest quality safety services, recreational, municipal services, and physical environment. 

 
What We Do 

 The Community Services Department provides exceptional recreational, educational, cultural, and
social services to the community to enhance and maintain a high quality of life in Beverly Hills.
The Department is comprised of five distinct divisions: Administrative Support; Arts and Culture,
Recreation and Parks; Library Services; and Human Services, supported by strong administrative
staff who provide a breadth of services in support of ongoing operations. The Community Services
Department serves this community in a number of key ways, helping to ensure a great quality of
life for the residents of Beverly Hills, and helping to provide a welcoming environment for all of our
visitors to enjoy. 

 
What We're Looking For 

 The City of Beverly Hills Community Services Department is seeking 2 dynamic and results-
oriented recreation professionals to oversee the Arts and Culture Division and Recreation and
Community Events Division respectively. The incumbents for these roles will manage programs
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and services for the following areas: 

RSM - Arts and Culture Division: This position oversees various arts and cultural programs,
classes, and events including the Beverly Hills Art Show, Concerts on Canon, Music in the
Mansion, and weekly Beverly Hills Farmers’ Market. The incumbent will manage the City’s famous
Greystone Mansion and Gardens, overseeing facility restoration, managing staff who coordinate
venue rentals and filming, and collaborating with the Friends of Greystone community group
whose goal is to restore and preserve the estate. As a liaison to the Arts and Culture Commission,
this position will also support the Commission’s efforts in selecting and placing fine art work
around the City and developing cultural arts programming for the community. 

RSM - Recreation & Community Events: This position will manage the Roxbury Park and
Community Center, La Cienega Park and Community Center, and La Cienega Tennis Center. The
incumbent will oversee a multitude of recreational programs such as senior fitness and nutrition,
youth and adult sports, tennis programs, aquatics and specialty classes, in addition to facility
rentals, activities and events. Educational programs are a core function of the division, and this
position will oversee the early childhood programs and afterschool programs stationed at both
park facilities and school sites. The incumbent will work collaboratively with other departments to
ensure park and facility maintenance, repair, and on-going improvement. Additionally, this role will
be responsible for managing the Joint Powers Agreement with Beverly Hills Unified School
District, a critical component to maintaining diverse program offerings for the community. 

The Recreation Services Managers will perform professional recreation work in the organization
and supervise full-time and hourly staff involved in City recreation programs. The incumbents also
have additional responsibilities to assist in the development and planning of department-wide
policies, programs, and procedures. The ideal candidates will have prior experience developing
and managing staff and programs, collaborating with highly engaged community groups, and a
dedicated focus on delivering quality services and inventive experiences to the community. 

Detailed Job Description 
For major duties and requirements including knowledge, skills, & abilities, please see link: 
https://www.governmentjobs.com/careers/beverlyhills/classspecs/53101?
keywords=recreation%20services&pagetype=classSpecifications 

Desired Qualifications: Experience supervising recreational programs and staff in a municipal
government agency. 

Selection Process 
All applicants must submit clear, concise and complete information regarding their qualifications
for the position, including detailed responses to all supplemental questions. Resumes will not be
accepted in lieu of the application or supplemental application materials. 

The selection process may consist of any of the following components:
Supplemental Questions
Oral Interview
Written/Performance Exercise

The oral interview is tentatively scheduled for the week of September 27th, 2021. (Date may be
subject to change). 

CONDITION OF EMPLOYMENT:  All newly hired or rehired City of Beverly Hills employees are
required to be vaccinated against COVID-19 as a condition of employment.  For details on how it
is applicable to your employment, please contact Human Resources at (310) 285-1067. 
  
Conviction History 
As a finalist for a job, you will be fingerprinted, and your fingerprints will be sent to the California
Department of Justice (DOJ) and the Federal Bureau of Investigation (FBI). The resulting report of
your conviction history (if any) will be used to determine whether the nature of your conviction (or
arrest, in limited circumstances) conflicts with the specific duties and responsibilities of the job for
which you are a finalist. Having a conviction history does not automatically preclude you from a job
with the City. If you are selected as a finalist, you will be contacted to schedule a fingerprinting
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appointment. 

Conclusion 
Verification: Applicants may be required to submit verification of qualifying education and
experience at any point during the recruitment and selection process. Note: Falsifying one's
education, training, or work experience or attempted deception on the application may result in
disqualification for this and future job opportunities with the City of Beverly Hills. 

Disaster Service Workers: All City of Beverly Hills employees are designated Disaster Service
Workers through state and local law (California Government Code Section 3100-3109).
Employment with the City requires the affirmation of a loyalty oath to this effect. Employees are
required to complete all Disaster Service Worker-related training as assigned, and to return to
work as ordered in the event of an emergency.

MAJOR DUTIES

Manages the supervisory functions of the Recreation Division including personnel
management and training, program development and evaluation, purchasing and budget
coordination.
Supervises Senior Recreation Supervisors and other staff engaged in the provision of
leisure service activities and programs; performs regular tours of facilities and programs to
review work performance.
Assists supervisory staff in managing personnel issues, supplies, community relations, and
interpretation of department policies and procedures.
Selects, trains and evaluates the work performance of subordinate staff, including full-time
and part-time staff.
Researches, recommends and implements new programs and services within the
Recreation Division, in addition to providing oversight to supervisory teams within area of
responsibility.
Maintains positive working relationships with Parks and Urban forest Division, all other City
departments, and the community.
Works with Assistant Director of Community Services/Recreation & Parks, to develop goals,
policies and priorities within the Recreation Division.
Prepares and presents written reports for the Director, Assistant Director of Community
Services/Recreation & Parks, and Recreation and Parks Commission for review on an as-
needed basis.
Monitors expenditures within areas of responsibility within the Recreation Division.
Represents the City in the community and at professional meetings as required.
Responds to and works to resolve issues regarding public questions and concerns.

MINIMUM QUALIFICATIONS

Bachelor's Degree in Recreation, Leisure Service, Public Administration or related field
preferred.
Four or more years of experience supervising recreational programs and staff with
increasing responsibility, or any equivalent combination of experience and education.

KNOWLEDGE, SKILLS & ABILITIES 

Extensive knowledge of principles, practices and methods of park and recreation
administration, development and management.



Thorough knowledge of program content for specialized and general community recreation
activities.
Thorough knowledge of personnel management principles, practices, and techniques
including employee selection, management, evaluation and training.
Ability to supervise the organization, implementation and evaluation of recreation and
leisure activities and specialized events.
Excellent oral and written communication skills.
Excellent interpersonal skills.

APPLICATIONS MAY BE OBTAINED AND FILED ONLINE
AT:
https://www.governmentjobs.com/careers/beverlyhills
OR
455 North Rexford Dr., 3rd Floor 
Beverly Hills, CA 90210

EXAM #21-5520-01 
RECREATION SERVICES

MANAGER
JG

Recreation Services Manager Supplemental Questionnaire

 
* 1. The following Supplemental Questionnaire is part of the examination for this position and

will be used in determining your qualifications. In order to receive every consideration in
the selection process, you must complete all questions with concise but detailed answers
and provide all requested information. The hiring department will review each answer to
evaluate your qualifications. Responses such as "See Resume" or "See Application" will
result in your application not being considered.

By continuing in the recruitment process, you are certifying that all information provided in
the Supplemental Questionnaire is true to the best of your knowledge. If you are selected
to continue in the recruitment process, your qualifications may be evaluated through
employment verification, reference checks, and written, skill assessment, and oral
examinations. 

 

Select "Yes" to reflect that you have read and understand this statement.

 Yes     No
 
* 2. What is your current education level?

 High School Diploma or equivalent
 Associate Degree
 Bachelor's Degree
 Master's Degree
 Doctorate
 Other

* 3. How many years of professional work experience in supervising recreation staff and
programs do you have?

 Less than 1 year
 1 - 2 years
 2 - 4 years
 4 - 6 years
 6 - 8 years
 8 - 10 years
 10 or more years

* 4. Please select the position you are most interested in:
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 Recreation Services Manager - Arts and Culture Division
 Recreation Services Manager - Recreation & Parks Division

* 5. Describe your experience developing, implementing, and overseeing cultural programs
and/or events. Please include the size of staffing, budget and event.

* 6. Describe your professional experience working with community agencies, organizations, or
school districts to jointly implement programs, share facilities, or deliver services. Please
highlight any professional experience working with member agencies of a Joint Powers
Agreement.

* 7. Describe the scope of your supervisory experience (such as training, assigning work,
conducting performance evaluations, discipline, grievances, etc.) and include the number
and type/level of employees supervised.

* Required Question


