BEAUMONT CHERRY VALLEY RECREATION AND PARK DISTRICT

POLICY AND PROCEDURES MANUAL
Title: Facilities Coordinator/Public Information Officer
Dated: May 13, 2026

Hourly Rate: $20.00 - $38.00 per hour

DEFINITION

The Facilities Coordinator/Public Information Officer (FC/PIO) is a full-time or part-time
employee as defined by the BCVRPD Employee Handbook and is subject to the safety
sensitive guidelines of the District.

The FC/PIO serves a dual role supporting both facility operations and the District’s
strategic communications and public engagement efforts. This position is responsible for
developing, managing, and implementing the District’s public information strategy while
continuing to support facility coordination, programming, and event operations. The
FC/PIO assists the Athletic Facilities Manager (AFM) with any adult and youth recreation
programs and activities for the District in the assigned areas while also leading District-
wide communication, marketing, and outreach efforts. The FC/PIO will partner with local
and regional entities to expand and host event opportunities. Additionally, the FC/PIO will
assist the Activities and Athletic Facilities Managers with facility rentals of the non-athletic
amenities of the District. The FC/PIO acts as a primary bridge between the District and the
community, ensuring accurate information, consistent branding, and high-level
engagement through proactive communication, creative storytelling, and strategic outreach.
This position is responsible for digital strategy, social media management, website curation,
multimedia content creation, and brand stewardship across all District platforms. This
position will review the District calendars and work with managers to prepare Casual
Recreation Assistant and Special Project Associate staff schedules in accordance with the
various duties. This position may act in a lead capacity over lower-level employees and
plan, participate and supervise lower-level maintenance department staff in the absence of
Maintenance II or higher-level staff. The FC/PIO will prepare the purchase orders and
submit them to the Assistant Maintenance Superintendent. The FC/PIO will work
cooperatively with the AMS to develop safety standards. Finally, the FC/PIO will help plan,
develop and execute special events in cooperation with the Assistant Maintenance
Superintendent (AMS), Activities Manager (AM) and Athletic Facilities Manager.

SUPERVISION RECEIVED AND EXERCISED

e Receives direct supervision from the Activities Manager, Athletic Facilities Manager,
Assistant Maintenance Superintendent and Assistant General Manager.

e Receives general supervision from the General Manager.

e Exercises lead supervision over the Casual Recreation Employees, Special Project
Associates, and part-time Maintenance employees for facility events at the direction
of the Assistant Maintenance Superintendent.

e Work hours will be scheduled by Managers.

PIO/FC — May 2026 l|Page



ESSENTIAL FUNCTIONS - Essential and other important responsibilities and duties may include, but are

not limited to, the following:
Facilities Coordinator

Help organize and direct a participation program for recreation activities within the
assigned area

Meet with groups and individuals to identify needs and develop programs of interest
to the community at building facilities.

Assist the AFM with programming at the AFM’s discretion.

Responsible for assisting in coordinating activities, programs, and special events.
Ensure all services and preparations are in order and scheduled at the managers’
direction.

Ensure all calendars are updated accordingly.

Responsible for contacting local businesses and individuals for obtaining donations
for Foundation events.

Helps coordinate and perform maintenance responsibilities for athletic events (ex.
field prep, maintenance, and other maintenance related duties required to upkeep
the fields.)

Keeps records of work completed, materials used, and crew time on projects.
Oversees and provides leadership to part-time maintenance staff, Special Project
Associates, and Casual Recreation employees during events, in the absence of
Maintenance II and above.

Assists in determining the need of equipment, materials, etc. for projects.

Prepare Maintenance work orders and follow up on requests from the office staff in a
timely manner.

Performs maintenance as prescribed by the AMS.

Operates a variety of vehicle and stationary mechanical equipment in a safe and
effective manner.

Required to drive an automobile to perform various duties.

Identify safety issues related to grounds and facilities. Identify, implement and
enforces necessary safety practices. Works cooperatively with the AMS to remedy any
safety issues.

Required to reschedule events and duties during any unforeseen after-hour
emergencies such as Fire Camp.

Meet with prospective users to provide information regarding the facilities capabilities
and services to users and potential users of facilities.

Determine equipment, personnel, licenses, and other services required for events and
facility users.

Confirm dates, payments, and insurance minimums are met, documents received,
and dates added to the calendar for scheduled events — contact users directly to
make proper arrangements.

Identify staffing needs, notify HR and provide appropriate training.

Provide staff training on proper facility use.

Calculate estimates and final costs to users for facilities, equipment, personnel, etc.
and prepare cost settlement data.

Promote and advertise all events through coordinated marketing, digital platforms,
and on-site engagement strategies.

Help plan, develop, and execute events in the building facilities.
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Required to engage in public speaking and be prepared to provide oral or written
reports to the Board of Directors at the request of the GM.

Conduct minimum weekly visual inspections at Noble Creek Community Center, the
Beaumont Woman’s Club, and the Cherry Valley Grange Hall.

Inspect facilities, ensure that event space is adequately prepared for scheduled
events, and notify contractors of upcoming events.

Manage the Bogart Brick Program and Noble Creek Regional Park Banner Program
for the Beaumont-Cherry Valley Recreation and Park Improvement Corporation.

Public Information Officer / Communications and Marketing

Develop and implement a comprehensive digital communication strategy to promote
District programs, services, and initiatives

Manage all social media platforms, including content planning, scheduling, posting,
and audience engagement

Oversee website curation and updates, ensuring timely, accurate, and user-friendly
information

Create multimedia marketing materials, including graphics, video, photography, and
promotional campaigns

Lead content creation and design efforts, including flyers, digital ads, newsletters,
and program materials

Provide brand stewardship, ensuring consistency in messaging, tone, and visual
identity across all District communications

Conduct community engagement and outreach, including storytelling, highlighting
programs, and increasing public participation

Perform analytics and reporting on communication performance (engagement, reach,
effectiveness) and adjust strategies accordingly

Support remote content production and field coverage, capturing real-time events,
programs, and community interactions

Maintain strong in-office collaboration with staff to ensure accurate and timely
dissemination of information

Act as a main point of contact for Fire Camp, contractors and instructors at BCVRPD
building facilities.

Develop and implement strategic communication plans to promote the District’s
programs, events, and services.

Serve as the primary spokesperson for the District, handling media inquiries,
interviews, and press releases and ensuring messaging aligns with District branding
and strategic priorities.

Assist in crisis communication efforts and manage the dissemination of information
during emergencies or sensitive situations.

Plan and manage public events, press conferences, and community outreach
initiatives including digital promotion and post-event engagement.

Develop and maintain relationships with community stakeholders, local
governments, and other public agencies.

Create and deliver presentations to community groups, civic organizations, and the
Board of Directors.

MARGINAL FUNCTIONS

Assist with capturing and promoting District events through photos, video, and real-
time updates when needed.
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e Perform various duties for the BCVRPIC Foundation.

¢ During events, assist staff/maintenance as a main point of contact.

e When not directed by the AFM, work in the field alongside staff, assist Maintenance
as needed.

e Ensure that all tables and chairs, etc. are accurately described in brochures and
District communications.

e Work cooperatively with the managers, providing assistance for all events.

e Other duties, special projects and responsibilities may be required. Not all duties are
necessarily performed by each individual holding this classification.

e Help create, update and revise procedures within the department.

e Attend District trainings and seminars etc. when required.

e Assist the Executive Assistant and AMS with processes for broken and/or damaged
property

e Attend District meetings as directed and prepare reports pertaining to such meetings.

e Assist in general office duties.

e Answer phone calls while off the clock, assist users during events scheduled outside
normal office hours.

e Effectively communicate changes to all managers.

QUALIFICATIONS

e Must possess (or be in the process of pursuing) a BA Degree from an accredited
college in Recreation & Park Management, Physical Education, Business
Management, Sports Management, Tourism Development, Public Administration,
Public Relations, Communications, Marketing, and/or 5 years of work experience in
a closely related field.

e Relatable work experience may be a factor to circumvent college degree requirement.

e Must possess and maintain a CA driver’s license and automobile insurance. Loss of
either is cause for discipline up to and including termination.

e Must possess First Aid/CPR (Infant, Child & Adult), and AED certification.

e Must pass background check.

e Must pass pre-employment physical and drug test

e Acquire within 30 days supervisory Ethics training and Sexual Harassment
Avoidance training.

Knowledge of:

e Digital marketing platforms and social media management tools

e Basic graphic design and multimedia production principles

e Website content management systems

e Branding and public relations best practices

e Data analytics related to communication performance

¢ Basic principles of supervision.

e Athletic games and facilities, sports leagues, tournaments, games and contests.

e Operational knowledge of programming irrigation controllers, fertilizer and pesticide
composition and application.

¢ Mowing techniques, athletic field prep and tear down, and safety procedures.

e Occupational hazards and safety practices.

e Conlflict resolution.

e Time management and effective scheduling.
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Computers and applicable programs: Microsoft Office, Internet, Excel, Word,
Publisher, PowerPoint.

Emergency and safety procedures of the District.

Operation and maintenance requirements of various park equipment, machinery and
tools used in grounds maintenance.

Safety and incident procedures and completing incident/accident reports.

Safety procedures involving pesticides, herbicides, and related chemicals used in
park maintenance.

Riverside County Environmental Health Standards and Expectations.

Experience working in a public sector or governmental agency is preferred but not
required.

Knowledge of the Beaumont-Cherry Valley area and its residents is a plus.

Ability to:

Develop and execute strategic communication plans

Create engaging digital and multimedia content

Analyze engagement data and adjust outreach strategies

Maintain brand consistency across multiple platforms

Effectively represent the District in both digital and in-person environments

Work independently without immediate supervision.

Supervise the work of the Casual Recreation employees, Special Project Associates,
and part-time Maintenance workers (during events) in the absence of a Maintenance
II worker or above, and provide assistance as necessary.

Perform manual labor.

Identify potential safety hazards and work with AMS to remedy.

Follow written and oral instructions.

Read, write, and communicate the English language at a level necessary for efficient
job performance in a group setting, one on one, or communication on the phone.
Work under time pressure.

Multi-task.

Prioritize / Time Management

Establish and maintain cooperative relationships with the public and employees.
Prepare and maintain records and reports.

Work irregular shifts, holidays, and weekends as scheduled.

Provide training and assistance to others as required.

Anticipate, schedule and coordinate operations and service needs.

Anticipate service needs and contract instructors. Identify problems and take
effective course of action.

Participate in forecasting for yearly budgeting needs.

Identify problems and take effective course of action.

Work in inclement weather conditions.

Excellent verbal communication and interpersonal skills, with the ability to engage
with diverse audiences.

Ability to handle sensitive information and maintain confidentiality.

PHYSICAL REQUIREMENTS

Essential and marginal functions may require maintaining physical conditions
necessary to perform the job.
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e Ability to communicate with the General Manager, District Management, Staff, and
the public.

e Regularly use a telephone for communication.

e Use office equipment such as a personal computer, copier and facsimile machines.

e Sit and/or stand for extended time periods.

e Hearing and vision required to be within normal ranges.

e Carry, push, pull, reach and lift up to 50 lbs. frequently and 100 pounds
occasionally.

e Read at or above the equivalent to the twelfth-grade level.

e COccasionally stoop, kneel or crouch. Sufficient manual dexterity required to operate
equipment.

e Occasionally work in inclement weather such as rain, wind, heat and cold.

CONDUCT STANDARD
Interact with General Manager, supervisors, employees, customers, Directors, and the
public in a positive, cooperative, and supportive manner.
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