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Administrative Coordinator to the Board, Park Staff 
The Richfield Joint Recreation District (RJRD) is a political subdivision of the State of Ohio established in 2014 by the Village 
of Richfield and Richfield Township, pursuant to Section 755.14(C) of the Ohio Revised Code. The RJRD is governed by a 
seven-member board of Trustees, which manages and controls the affairs of the RJRD.  The property owned by RJRD is the 
Richfield Heritage Preserve located at 4374 Broadview Road located between Broadview Road and Oviatt Road north of 
Route 303, principally within Richfield Township.  The park property is 336-acre containing a variety of natural features and 
habitat including two lakes, two dams and a number of historical buildings.    
 
JOB SUMMARY 
The administrator reports directly to the Park Director and also serves the Richfield Joint Recreation District Board of 
Trustees. This position manages information presented to the Board of Trustees to ensure all information is accurate and in 
accordance with the Open Meetings Act; manages special projects and activities; and provides administrative support to the 
Board of Trustees.  Assists the Park Director in park administrative activities. 

Essential duties include: 

● Manage meeting agenda; take minutes and draft motions and resolutions as needed. 
● Manage and produce annual program guide 

Minimum Qualifications:  

● High School Diploma, Bachelor’s degree preferred. 
● Two years of office experience required, working for a nonprofit organization or equivalent experience preferred 
● Knowledgeable with ORC (Ohio Revised Code), Sunshine Laws and OMA (Open Meetings Act) preferred 
● Demonstrates ability to handle confidential information appropriately 
● Exhibits sound interpersonal and verbal/written communication skills  
● Displays organizational skills and attention to details  
● Demonstrates the ability to manage an office including the creation of procedures and policies necessary to create a 

sustainable and defined position   
● Highly proficient in the following software programs: Google, Word, Excel, PowerPoint, Outlook, Publisher, TTO 

System, and other applicable software programs Proficient in initiating, developing and managing projects through 
completion 

● The employee must be able to work the agreed upon day shift hours Monday-Friday. The position is approved to 
work 20 hours per month including board meetings which occur in the evenings.   

● All employees of the RJRD are required to pass a background check prior to start. 

Status/ Pay/Benefits: Part-time non-exempt hourly position; hourly rate will be based on prior work experience.  
$17.00 - $20.00/hour depending on experience 

To Apply: Send cover letter and resume with letters of reference to  park-director@rjrd.org with the subject line 
reading Administrator. This is an immediate opening.  Posting closes when the position is filled. 

The Richfield Joint Recreation District provides equal employment opportunities (EEO) to all employees and applicants 
for employment without regard to race, color, religion, gender, sexual orientation, gender identity or expression, 
national origin, age, disability, genetic information, marital status, military obligations, or veteran status. 
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