
 

 
Activity Center Leader - Therapeutic 
Recreation #03089  
 
City of Virginia Beach – Job Description 
Date of Last Revision:  05-30-2018 
 
 

FLSA Status:  N/A Pay Plan:  Hourly Grade:  N/A 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 

Exhibit and follow the City of Virginia Beach and Department of Parks and Recreation Customer Service 

Standards.  
Assist in the planning, implementing, evaluation and supervision of age-appropriate activities for 
children/youth/adults in therapeutic recreation programs that include games, sports, arts and 
crafts, enrichment activities and special events. Provide a safe environment, supervision, 
discipline, and all other aspects of programming for participants with varied abilities in assigned 
therapeutic recreation programs; supervise part time staff and volunteers, report to other 
assigned locations or programs as needed.  
 
Representative Work Functions and Responsibilities 

Plan, coordinate, implement, and evaluate seasonal therapeutic recreation programs for individuals with 

disabilities. 

 

Utilize program planning forms in order to assure appropriate program content and adequate skill 

progressions. 

 

Oversee the daily schedule of the programs in order to assure a quality experience. 

 

Assist supervisors with special events and field trips in order to assure a safe program. 

 

Provide supervision including all aspects of care to participants while in the program in order to provide a 

safe, effective program. 

 

Supervise staff and volunteers in order to provide leadership and direction. 

 

Utilize behavior management techniques to ensure the safety of staff and participants. 

 

Handle emergencies as they arise in order to prevent injury/incident. 

 

Communicate with  facility staff and/or supervisors in order to cooperatively utilize facilities. 

 

Communicate with parents, advocates, and coordinating agencies in order to convey essential 
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information and/or participant progress. 

 

Prepare administrative reports such as attendance, time sheets, weekly schedules, equipment and supply 

requests, incident and accident reports, and cumulative participant performance reports in order to 

provide documentation as required. 

 

Lift/transfer participants in order to facilitate program participation or carry out activities of daily living. 

 

May have to drive city vehicles to transport participants for special events. 

 

Operate wheelchair lifts and tie downs in compliance with city policy. 

 

Review and interpret confidential participant files in order to provide safe, effective services. 
 
Substitute in other therapeutic recreation programs and assist with other unit programs and special 
events in order to assure sufficient staff to participant ratios.  
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on the 
current workloads and department needs. 
 
Performance Standards 

Efficiently and effectively plans, coordinates, implements, and evaluates seasonal therapeutic recreation 

programs; accurately prepares program planning forms and submits same in a timely manner;  accurately 

directs and/or assists staff in the use of assessment and evaluation procedures; professionally 

communicates with internal and external customers; skillfully employs behavior management techniques; 

accurately and completely submits records, reports, and supervisory requests in a timely manner; 

diligently provides supervision and care to program participants; properly lifts and transfers participants; 

skillfully handles routine and emergency participant care; directs and/or assists staff in conducting 

activities of daily living with/for the participants; drives city vehicles in compliance with policies and 

procedures; willingly substitutes in programs as requested.  
 
Minimum Qualifications 

High school diploma or GED, at least 18 years old plus six(6) months of related experience as a program 

leader working with individuals with disabilities; such as: personal assistant/attendant, youth leader, 

mentor, camp counselor, teacher/substitute, coach, recreation program leader, church youth leader, scout 

leader, or child care provider, either in a paid or volunteer capacity or any equivalent combination of 

experience and training which provides the required knowledge, skills, and abilities. 

At programs providing direct child care, convictions of any barrier crime set forth in Virginia Code §63.2-

1719 shall be an automatic disqualification for employment in this position.  

Some positions may require a current and valid Virginia or North Carolina driver’s license in accordance 

with Virginia or North Carolina DMV driver’s license eligibility requirements. 

Preferred Qualifications 
Advanced studies preferred. 
 
Special Requirements 
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At child care program locations licensed by the Virginia State Department of Social Services additional 
qualifications are determined by the current state standards and guidelines. 

Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 
needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the principles and practices of therapeutic recreation. 
2. Knowledge of disabling conditions and their characteristics. 
3. Knowledge of first aid and emergency procedures. 
4. Knowledge of preventive safety measures. 
5. Knowledge of program and individual needs. 
6. Knowledge of city, department, and unit policies and procedures. 
7. Knowledge of management, leadership and problem-solving techniques. 
8. Knowledge of behavior management techniques.  

 

B. Skills 
1. Skill in written and oral communication. 
2. Skill in the use of management, leadership and problem-solving techniques. 
3. Skill in documentation of information. 
4. Skill in observing participant performance. 
5. Skill in utilizing resources. 
6. Skill in first aid and emergency procedures. 
7. Skill in personnel management. 
8. Skill in planning, organizing, implementing, evaluating, modifying and adapting activities 

and programs. 
9. Skill in utilizing lifts and tie downs 

 

C. Abilities 
1. Ability to utilize task analysis and behavior management techniques. 
2. Ability to meet deadlines. 
3. Ability to prepare and submit records and reports. 
4. Ability to utilize alternate communication methods. 
5. Ability to work independently. 
6. Ability to make decisions. 
7. Ability to motivate others. 
8. Ability to exercise patience. 
9. Ability to lift and transfer participants. 
10. Ability to use specialized and/or adaptive equipment. 
11. Ability to independently lift up to 50 pounds on a regular basis, and over 50 pounds 

ocassionally with assistance. 
 

 

Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
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employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires light to medium work with frequent walking, standing, stooping, lifting and raising objects; 
exerting up to up to 50 pounds on a regular basis may be required; ability to lift or move, with assistance, 
objects or participants weighing more than 50 pounds may be required occasionally; and routine 
keyboard operations. may on occasion have to handle physical aggression from participants. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes. 
Performs professional level work requiring the application of principles and practices of a wide range of 
operational and programming methods; may apply moderate understanding of operating policies and 
procedures to solve complex problems; may require continuous, close attention results or frequent 
exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This position may risk exposure to communicable diseases including blood and airborne pathogens, 
water hazards, temperature and weather extremes. 
  
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 

 


