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Job Description Form – Senior Program Coordinator
	Position number:
	 14202
	Classification:
	Level 3

	Division:
	Sport and Recreation 
	Branch/section:
	Recreation Camps

	Reports to:
	14195 – Operations Manager 
	Direct reports:
	1


Position details

Position purpose
This position provides ongoing leadership and coordination of the program functions of the Recreation Camp, delivering key objectives and support to camp management on program activities.

Context 
The Sport and Recreation team promotes participation and achievement in sport and recreation to support a healthy lifestyle for all Western Australians through physical activity. It provides strategic leadership and support for the sport and active recreation sectors with a focus on inclusion and accessibility. 
This work extends into regional areas where the team contributes to a broad range of community outcomes in partnership with state and local government agencies, regional sporting associations, peak bodies, and community clubs to support liveable regional communities.

Responsibilities 
In consultation with the Manager, assist with strategies to increase the range and improve the productivity of active recreation programs related to Department of Creative Industries, Tourism and Sport Recreation Camps strategic directions.
Identify instructor training needs and plan, develop, and support the ongoing training, mentoring, and induction of all program staff.
Utilise professional experience in adventure activities in liaison with client groups to build the sequence and content of programs to best suit client needs.
Liaise with the Program Coordinator to ensure the appropriate rostering of instructors to fulfill the servicing of client requests and ratios as prescribed in departmental standards.
Supervise and support program delivery and Outdoor Leaders to meet the Recreation Camp’s program objectives.
Assists with the day-to-day administration of recreation programs, including accounts, reports, statistics. 
Support the delivery and review of recreation programs for the Recreation Camp Site.
Advises on safety issues and assists in the delivery of training programs consistent with current accreditation programs and activity guidelines and procedures.
Supervise the security and safety of all equipment related to recreation program delivery.
Arranges and conducts inspections of facilities.
Ensure the appropriate scheduling, supervision and completion of maintenance of recreation facilities and program equipment.
Adheres to Work, Health and Safety, Equal Opportunity and other legislative requirements in accordance with the parameters of the position.
Demonstrate the Expected Behaviours of the leadership context for this role listed below.
Perform any other duties as assigned or necessary to support the objectives of CITS.

Selection criteria
This section outlines the necessary minimum requirements, in relation to the knowledge, skills, experience and qualifications required to perform the duties of the position. These criteria can be assessed against any stage of the recruitment process. Applicants should demonstrate their capacity to meet the following criteria which should be read in conjunction with the specific responsibilities of this role.

Essential
1. Understanding of contemporary issues in recreation, including recreation programming and risk assessment.
2. Experience and/or knowledge in the planning, development, review and delivery of recreation programs.
3. Sound organisational, prioritising and problem-solving skills, with the ability to see tasks through to completion within deadlines.
4. Ability to build productive working relationships and networks with a variety of stakeholders to contribute to service improvement and efficiency.
5. Demonstrated ability to work within a team environment, resolve conflicts, contribute to workplace morale and effectively coordinate staff.
6. Developed communication skills, including the ability to adapt messages to suit diverse audiences.

Desirable
1. Outdoor Recreation industry qualification such as Abseiling/High Ropes, Coastal Guide, or Community Surf Rescue Certificate or equivalent.
2. Qualification or progress towards Cert IV Workplace Training and Assessing.



Leadership expectations
We believe all our people are leaders irrespective of their role. We consider this as critical to our success and, to support this, we have adopted Leadership Expectations which provides a common understanding of the mindsets and expected behaviours required of all our employees and the public sector. 
This role falls under the Leading Others context.  






Pre-employment requirements
All department positions require a current Criminal History Check (National Police Certificate or equivalent) and 100-point Identification Check prior to commencement.

Special Conditions
Other conditions specific to this role are:
· Working with Children Check 
· Current WA Driver’s licence 
· Working outside business hours may be required 
· Participation in the “On-Call” roster 
· Current first aid qualification equivalent to: 
o	HLTAID011 Provide First Aid
o	HLTAID009 Provide Cardiopulmonary Resuscitation


	Registration date
	08/04/2026





Lead collectively 


Seek and build key relationships, work together and focus on the greater good.


Think through complexity 


Think critically, work with ambiguity and uncertainty, assess solutions and impacts, and take calculated risks.


Dynamically sense 
the environment 


Be in tune with the political, social and environmental trends that impact the work; understand and recognise the needs of others and leverage relationships for desired outcomes.


Deliver on high 
leverage areas 


Identify priorities, pursue objectives with tenacity and display resilience in the face of challenges.


Build capability 


Proactively develop others; share learning to promote efficiency and effectiveness; and champion diversity and inclusion.


Embody the spirit 
of public service 


Display empathy, compassion, humility and integrity, and a genuine passion for the work; demonstrate a responsibility to Western Australians; and work in the interests of the public good.


Lead adaptively 


Continuously seek to understand personal strengths and areas for improvement, be adaptive to change and adjust leadership style in different contexts.
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