
 
 
 
 
 

The mission of the Hoffman Estates Park District is to offer healthy and enjoyable experiences  
to our residents and guests by providing first class parks, facilities, programs and services  

in an environmentally and fiscally responsible manner. 

 

AGENDA 

SPECIAL ADMIN & FINANCE COMMITTEE MEETING 

TUESDAY, NOVEMBER 10, 2015 

Immediately following 7pm Recreation Committee Meeting 

 

 

1. ROLL CALL 

2. APPROVAL OF AGENDA 

 

3. COMMENTS FROM THE AUDIENCE 

  

4. OLD BUSINESS 

 

5. NEW BUSINESS 

 A. 2016 Budget Format / M15-148 

 Budget Overview 

 Budget Goals & Objectives 

o Administration & Finance 

 2016 HEPD Budget 

o Fund 01 (Admin) and Special Revenue Funds 

 B. Job Description revisions / M15-157 

C. Tax Levy Ordinance in tentative form O15-018/M15-155 

D. Budget & Appropriation Ordinance in tentative form O15-019/M15-156 

 

6. COMMITTEE MEMBER COMMENTS 

 

7. ADJOURNMENT 
 
 

 

 
 

ALL MEETINGS ARE HELD IN THE BOARDROOM OF THE TRIPHAHN CENTER, 1685 W. HIGGINS ROAD, HOFFMAN 

ESTATES, UNLESS OTHERWISE SPECIFIED.  WE INVITE THOSE WHO MAY NEED ACCOMMODATIONS DUE TO A 
DISABILITY TO CONTACT US 48 HOURS IN ADVANCE.  PLEASE CONTACT JANE KACZMAREK, EXECUTIVE 

ASSISTANT, AT 847-885-7500. 
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Division:  Parks 
1 

2016 BUDGET GOALS, OBJECTIVES & INITIATIVES 
 

DISTRICT GOAL 1: PROVIDE HEALTHY AND ENJOYABLE EXPERIENCES FOR ALL PEOPLE 

 

District Objective 3:  Connect and engage our community 

CMP Initiative Division Action Measure/Timeline  

Expand marketing communications with the use 

of social media and mobile applications 

Provide useful public landscaping information 

through the park perspective social media and 

web site.  Update minimum 4 times. 

Update a minimum of 4 times per year. 

Increase volunteer involvement in District 

operations 

Conduct a garlic mustard removal event By 2
nd

 quarter 

Conduct a teasel removal event By 3
rd

 quarter 

Conduct a wild flower seed collection event By 3
rd

 quarter 

Conduct an Adopt a Park program Increase by 2 sites 

Conduct a dog park mulch spreading event By 4
th
 quarter 

 

 

DISTRICT GOAL 2: DELIVER FINANCIAL STEWARDSHIP 

 

District Objective 1:  Achieve annual and long range financial plans 

CMP Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fluid 

balance reserves 

Administrate the Parks Division budget Meet 100% of the timelines established by the 

finance division 

Develop the Parks and Risk Mgt sections of the 

2015 CMP 

Complete by the district’s adopted schedule 

Perform internal control audits Monitor budget to ensure expenses do not 

exceed budget and are in line with revenue 

projections and revenues are meeting financial 

goals and objectives. 

Meet budget expectations. 

 

District Objective 3: Utilize our resources effectively and efficiently 

CMP Initiative Division Action Measure/Timeline 

Utilize best practices to maximize operational 

efficiencies as a District 

Replace Seascape ice maker Compete by end of 1
st
 quarter 

Replace  1995 CHEVY 4X4 PICK-UP Complete by end of 4
th
 quarter 

Replace  2003 JOHN DEERE SKID STEER Complete by end of 4
th
 quarter 

Seascape rebuild pumps #1 & #5 Complete by end of 4
th
 quarter 

Replace 2003 Redi-haul trailer Complete by end of 4
th
 quarter 

Perform a capacity usage analysis  Purchase and plant trees, shrubs, and flowers 

throughout district 
Complete by end of 4

th
 quarter 
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Retrofit facilities with green / energy efficient 

solutions with primary focus on lighting  

Retro fit existing facilities with Green/Energy 

efficient solutions with primary focus on 

lighting 

Complete by end of 4
th
 quarter 

 

 

DISTRICT GOAL 3:  ACHIEVE OPERATIONAL EXCELLENCE AND ENVIRONMENTAL AWARENESS 

 

District Objective 1: Create and sustain quality parks, facilities, programs and services 

CMP Initiative Division Action Measure/Timeline 

Implement best practices for allowable 

expansion of natural areas 

Enhance high visibility natural areas by adding 

additional wild flower seeds 

Complete by end of 4
th
 quarter per budget 

allowance. 

Continue to address park and recreation needs 

according to the district’s ADA transition plan  

Complete assigned ADA projects Complete by end of 4
th
 quarter 

 

District Initiative 2:  Utilize best practices 

CMP Initiative Division Action Measure/Timeline 

Enhance overall quality of natural areas Enhance natural areas by controlling invasive 

plants to 20% or less 

 Maintain/monitor on quarterly basis for 

compliance. 

Control burns at Black Bear, Hunters Ridge and 

Roherson Parks. 

Annually 

 

District Objective 3:  Advance environmental and safety awareness 

CMP Initiative Division Action Measure/Timeline 

Implement best practices to maintain a minimum 

score of 95% in the District-wide IPRA 

environmental report card 

Maintain Park Division’s compliance with 

IPRA’s Environmental Report Card 

Complete by end of 4
th
 quarter 

 

 
DISTRICT GOAL 4:  PROMOTE QUALITY LEADERSHIP AND SERVICES 

 

District Objective 1:  Develop leadership that ensures workforce readiness 

CMP Initiative Division Action Measure/Timeline 

Develop a new hire training program that 

addresses District policies and procedures 

Hire Supervisor of Aquatics and Facilities Complete by end of 1
st
  quarter 

Continue to evaluate and create procedures and 

training to promote a high level of internal 

customer service 

Train and document 100% of all staff on job 

specific and mandatory training within the 

Park’s division 

Within one month of their employment start 

date 
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District Objective 3:  Promote continuous learning and encourage innovative thinking 

CMP Initiative Division Action Measure/Timeline 

Continue emphasis on cross-training and ensure 

workforce readiness 

Instruct & train members of the training 

committee on district wide trainings 

Complete by end of March 

Promote furthering educational opportunities of 

staff by encouraging participation in workshops, 

conferences and other educational opportunities 

Conduct two Parks Division team building 

events 

Complete by the end of the 2
nd

 and 4
th
  quarters 
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2016 BUDGET GOALS, OBJECTIVES & INITIATIVES 
 

DISTRICT GOAL 1: PROVIDE HEALTHY AND ENJOYABLE EXPERIENCES FOR ALL PEOPLE 

 

*Denotes new initiative to achieve district objectives and goals 

 

District Objective 1:  Offer healthy and enjoyable experiences that promote equal access 

CMP  Initiative Division Action Measure/Timeline 

Develop plans to meet increased program needs 

50+ population  

Maximize the use of existing space for active 

adults / rental programs based of a ROI 

evaluation. Redesign space to convert more 

effective and efficient use.   

As part of the Triphahn Architectural study that 

will be completed in the spring of 2016. 

 

District Objective 2:  Achieve customer satisfaction and loyalty 

CMP  Initiative Division Action Measure/Timeline 

*Provide parks, facilities and opportunities that 

promote healthy and enjoyable experiences. 

Renovate and rebuild Victoria, Canterbury Park 

Place and Sheffield playgrounds.   

Complete projects by August 1
st
 2016  

 

District Objective 3:  Connect and engage our community 

CMP  Initiative Division Action Measure/Timeline   

*Solicit input and engage residents in the 

planning process. 

Conduct public input meetings on all projects 

that involve a new addition or alteration to an 

existing facility. 

Meetings October for 2016 projects.  

 

Incorporate if possible and/ or practical in plans 

for renovation and update of parks and 

playgrounds   

Meetings fall 2016 for 2017 projects. 

 

 

DISTRICT GOAL 2: DELIVER FINANCIAL STEWARDSHIP 

 

District Objective 1:  Achieve annual and long range financial plans 

CMP  Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves.  

Complete all overseen capital projects at or 

below budget amounts. 

September 2016 

Monitor all projects and adjust program plans to 

maintain projects with budgeted amounts. 

On a weekly basis 
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District Objective 2: Generate alternative revenue 

CMP  Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves.  

Oversee and maintain Community marquee 

signs in operational order.   

 

Ongoing  

Develop strategies to attract additional sponsors 

and new partnerships 

Continually monitor and track operational 

performance so as to provide constant 

programming ability for communication of 

district and community events.       

Ongoing 

 

District Objective 3: Utilize our resources effectively and efficiently 

CMP  Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves.  

 

Come up with a plan to reuse playground 

equipment and refurbish same. Replace only 

items that have worn out or have no future 

purpose.  Victoria Park Playground 

redevelopment. 

 

 Renovate playground by the end of July 2016 

 

 

DISTRICT GOAL 3:  ACHIEVE OPERATIONAL EXCELLENCE AND ENVIRONMENTAL AWARENESS 

 

District Objective 1: Create and sustain quality parks, facilities, programs and services 

CMP Initiative Measure/Timeline Measure/Timeline 

*Maintain district infrastructure to utilize proven 

best practices that provide first class parks and 

facilities 

Replace Victoria Playground  Completed by July 2016  

Replace Canterbury Playground  Completed by August 2016 

Replace Sheffield Playground  Completed by July 2016  

Repair and color coat Fabbrini Tennis courts  Completed by July 2016  

Repair and color coat Victoria Tennis courts  Completed by July 2016  

Repair and color coat Victoria Basketball Court Completed by July 2016  

Repave BOPC Roadway  Completed by July 2016  

Patch and sealcoat Triphahn Center parking lots Completed by July 2016  

Crack fill all parking lots (ongoing process) Completed by July 2016  

Coordinate architectural study /Triphahn north 

wing renovation plans.    

Completed by May  2016  

Coordinate architectural study Construction 2017  
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District Initiative 2:  Utilize best practices 

CMP  Initiative Division Action Measure/Timeline 

Specify environmental sound programs and 

opportunities on environmental best practices.   

Work with outside contractors involved with 

district projects to reduce garbage and require 

contractors to have metal waste picked up by 

scrapers.   Offer mulch to the public for 

residential garden use.   

 Locally dispose of 85% existing mulch 

materials.  Utilize 10% organic waste mulch to 

improve soils on the former site of the Summit 

(Essex Park) residence.   

 

District Objective 3:  Advance environmental and safety awareness 

CMP  Initiative Division Action Measure/Timeline 

Specify environmental sound programs and 

opportunities on environmental best practices.   

Develop and implement a best use practice to 

utilize the existing rubber tire fall surface at 

Victoria Park playground.   

Reuse 95% of existing material  

 

 
DISTRICT GOAL 4:  PROMOTE QUALITY LEADERSHIP AND SERVICES 

 

District Objective 1:  Develop leadership that ensures workforce readiness 

CMP  Initiative Division Action Measure/Timeline 

Promote further educational opportunities of 

staff by encouraging participation in workshops 

conferences and other educational opportunities.     

Coordinate the registration of personnel to 

attend the 2016 IL Landscape Contractors 

Association Meeting and conference in 

Schaumburg.   Requires training budget for 

registrations. 

Involve two staff members minimum. 

 

 

District Objective 2:  Build organization culture based on I-2 CARE Values 

CMP  Initiative Division Action Measure/Timeline 

Continually expand and update Hoffman 

University training curriculum to enhance 

workforce knowledge and readiness.  

Lead one Hoffman Workshop program  One minimum in 2016   

 

District Objective 3:  Promote continuous learning and encourage innovative thinking 

 Division Action Measure/Timeline 

Promote further educational opportunities of 

staff by encouraging  participation in workshops 

conferences and other educational opportunities 

Attend ILCA conference  

(Participate in a minimum of 18 CEU hrs.) 

Spring 2016 

Attend either ASLA or NRPA conference  Fall 2016 

 Attend 2 training programs or classes By end of 2016 
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2016 BUDGET GOALS, OBJECTIVES & INITIATIVES 
 

DISTRICT GOAL 1: PROVIDE HEALTHY AND ENJOYABLE EXPERIENCES FOR ALL PEOPLE 

 

District Objective 1:  Offer healthy and enjoyable experiences that promote equal access 

CMP  Initiative Division Action Measure/Timeline 

Develop performance measurement system to 

evaluate value in programming structure (short 

term)  

(ICE) Evaluate DROP IN ice time programs – 

freestyle, private hockey, public skate, and drop 

in hockey time.  Time adjustments for alternate 

programming options will be considered. 

Complete by the end of Q2. 

Expand Marketing communications with the use 

of social media and mobile applications. (short 

term) 

(FAC) Develop interactive contests to enhance 

member retention. Utilize social media to 

promote monthly events and contests. TC/WRC 

Develop contests and begin offering in Q1, Q2, 

Q3 & Q4. Offer 4 contests by the end of Q4.  

Develop plans to renovate Chino Park to meet 

community needs (short/mid-term) 

(REC) Research the possibility of adding 

Community Garden Plots to Chino Park. 

Research the possibility of working with the 

village on this as a joint program.  

Determine a number of plots if the ROI suggests 

that it is a feasible project by Q2. Make 

recommendation in Q3.  

Improve the overall health outcomes of 

programs offered (annually)  

 

(DIVISION) Research, improve and expand on 

recreation, service and programming 

opportunities. 

Benchmark other organizations that are 

providing programs and services that are on the 

uptrend in specific areas.  Each department 

should benchmark 2 new programs/services by 

Q3.  

(FAC) Increase the number of health & wellness 

programs to the community.  

Develop 5 new programs and have 2 new 

successful programs running by Q4. Create new 

programs to replace phased out fitness programs 

by Q4. 

Expand facility based special events that 

promote greater facility usage (annually) 

(REC) Offer additional quality special 

events/activities with local partners and/or new 

partners.  

Offer 3 new partnered events/activities that run 

with at least the minimum number of 

participants.  

(REC) Research & develop one new special 

event to incorporate into 2017 budget. 

Recommend new special event to incorporate 

into 2017 budget by Q2. 

Create recreational programs and opportunities 

to target underserved “demographic 

populations” (annually) 

(REC) Increase the number of demographically 

targeted programs. 

Offer 2 new programs by Q4.  

(REC/C&M)) Partner with Hoffman Estates 

Police Department for National Night Out. 

Create a large community outreach program at 1 

HEPD location. 

Hold event in Q3.  

Evaluate facility space utilization to 

accommodate growing programming needs. 

(DIVISION) Evaluate and work with Williams 

Architects to create a study to determine the 

Complete direction by Q4.  
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(mid-term) direction with the north side of the Triphahn 

Center and Off Ice Training program.  

Develop program life cycle model for all 

programs to assess meeting community needs 

and desires (short/mid-term) 

(DIVISION) Develop a systematic approach to 

identifying trends in the different industries as it 

relates to customer preferences.  

Benchmark 3 state and national recreation 

agencies.  Obtain at least 2 models to compare 

by Q2. Develop recommendations by 3Q on 

programs to phase out in 2016/17. 

Expand specialized programming opportunities 

that utilize partnerships and contractual 

agreements (mid-term) 

(DIVISION) Contact local colleges to establish 

partnerships for additional programming, i.e. 

Harper College, Judson University, Roosevelt, 

etc.  

Contact colleges by Q1; develop 1 new 

partnership with a local college and/or 

university.  

(REC) Increase the number of programs offered 

to the community. 

Develop 5 new programs and have 2 new 

successful programs running by Q4. Create new 

programs to replace all phased out programs by 

Q4. 

(REC) Research opportunities to offer a Fall 

Boy Scouts Skills Challenge Course at Fabbrini 

Park.  

Complete by end of Q3, if applicable institute at 

end of 2016.  

 

District Objective 2:  Achieve customer satisfaction and loyalty 

CMP  Initiative Division Action Measure/Timeline 

Expand Marketing communications with the use 

of social media and mobile applications (short 

term) 

(FAC) Work with C&M to develop and integrate 

a fitness member survey, to assess member’s 

needs for TC and WRC Fitness Centers.  

Q1-Develop survey 

Q2&Q4-Administer survey 

(C&M) Develop an easy, quick, but quality 

online survey to measure customer satisfaction 

for special events and programming.  

Create an online survey by Q2, implement in 

Q3.   

Develop brand identification and tagline to 

increase community awareness of District parks, 

programs, facilities and services (mid-term) 

(C&M) Measure satisfaction with the overall 

quality and user-friendliness of the website 

particularly as it relates to registration and a 

means for communication.  

Create an ongoing online short survey by Q3, no 

more than 12 questions, implement in Q4.  

Develop plans to meet increased program needs 

of 50+ population. 

(REC) Partner with the Village of Hoffman 

estates and the Hoffman Estates Chamber of 

Commerce to start our “Providing a community 

for lifelong living” initiative. HEPD- recreation 

and activity, VOHE – health screening and 

services; HECC – resources for 50+ needs. 

Complete by Q4 

Expand Pickleball opportunities and evaluate 

need for additional courts.  

(REC) Evaluate the expansion of Pickleball 

courts to Victoria Park during 2016 resurfacing 

project.  

Complete by Q3 if applicable.  
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Educate parents regarding the child development 

benefits in our programs and services.   

(REC) Provide training for preschool aged 

children on our new Handwriting Without Tears 

learning curriculum and DHS update trainings 

for State families. 

Complete by Q3 – Handwriting with Tears 

Orientation 

Complete by Q2 and Q3 – DHS Orientation  

Utilize best practices to maximize operational 

efficiencies as a District (annually) 

(ICE) Complete ice compressor rebuild.  Complete by Q4.  

(FAC) Purchase Fitness Equipment and/or move 

fitness equipment from PSS&WC.  

Complete by Q4.  

(FAC) Replace interior carpet and tile in rooms 

2, 3, 4 and the general conference room.  

Complete by Q4. 

(ICE) Replace and rebuild cooling tower and 

tube condenser.  

Complete by Q3.  

(FAC) Replace vinyl tile in the Vogelei Barn. Complete by Q4.  

 

District Objective 3:  Connect and engage our community 

CMP  Initiative Division Action Measure/Timeline   

Expand specialized programming opportunities 

that utilize partnerships and contractual 

agreements (mid-term) 

(ICE) Institute new USFS High School skating 

program. 

Staff will be meeting with area high schools 

with regard to the program and how to become 

involved complete meeting by Q1.  If feasible 

implement by Q3.  

(REC) Partner with the Village of Hoffman 

Estates block party coordinator to add a 

recreational component in their block party 

scheduling. (Ex. various contests, sound system 

with dance along options). 

Q1 – Schedule a meeting with VOHE 

coordinator.  Participate in 50% of the block 

parties with this new recreational component by 

Q3.  

(REC) Work collaboratively with other groups 

within our community to offer value added 

services 

Offer one and/or add on to one special event by 

Q4 that incorporates the Village and Chamber.  

(REC) Program outdoor sport adventure 

programs at various parks. Expand LL Bean 

partnership with Paddleboard to include 

kayaking and canoe training. Add additional 

archery programs and research cycling 

programs.  

Complete by end of Q2 

Expand facility based special events that 

promote greater facility usage. (annually) 

(FAC) Work with C&M to develop ways to 

utilize social media to promote community 

centers, (membership, rentals and personal 

training).  

Work with C&M in Q1, create measures in Q2 

and determine if results were successful in Q4. 

Expand Marketing communications with the use 

of social media and mobile applications. (short 

(C&M) Utilize video on web and social media to 

engage and educate the community on green, 

Develop at least one new video each month, 

create 12 total by Q4.  
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term) social equity and health and wellness.  

(C&M) Measure the attrition rate of mobile 

application users.  

Determine a baseline by end of Q2; decide if 

this application is of value at that time.  

Increase volunteer involvement in District 

operations (annually) 

(DIVISION) Benchmark other volunteer 

program to determine appropriate measures as it 

relates to levels of volunteer engagement.  

Determine a number of hours per year as a 

baseline by Q4. Increase volunteer participation 

as a district in hours by 2% from 2015.  

Develop program life cycle model for all 

programs to assess meeting community needs 

and desires (short/mid-term) 

(REC) Develop a formal special event total 

attendance template that can also track 

demographic information that may be important 

for targeted markets and/or event 

ideas/decisions.  

Develop by end of Q2.  

Develop brand identification and tagline to 

increase community awareness of District parks, 

programs, facilities and services (mid-term) 

(C&M) Actively account for social media 

subscribers and increase engagement.  

 

Increase engagement by 3%, by Q4. 

Create recreational programs and opportunities 

to target underserved demographic populations 

(annually).   

   

(REC) Expand iCompete into an Elementary 

School in D15 and potentially another D54 

school. 

Q2 – propose to school districts 

Q3 – Run program throughout school year 

(ICE) Research and Develop a Hockey 

Mentorship program to families of Hoffman 

Estates   

 

Q1 – Develop program parameters 

Q2- Recruitment 

Q3 – Kickoff 

 

 

DISTRICT GOAL 2: DELIVER FINANCIAL STEWARDSHIP 

 

District Objective 1:  Achieve annual and long range financial plans 

CMP  Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves (annually) 

(DIVISION) Maintain minimum operating 

standards for all program areas 

Complete by Q4.  

Secure additional alternative sources of revenue 

to support financial goals (annually)  

(REC) Reach out to special interest groups to 

provide contractual services to reduce costs 

while providing new programming and service 

opportunities for residents and guests. 

Partner with 2 new special interest groups to 

provide 2 new contractual services for 

programming opportunities.  Complete by Q4.  

 

District Objective 2: Generate alternative revenue 

CMP  Initiative Division Action Measure/Timeline 

Secure additional alternative sources of revenue 

to support financial goals (annually) 

(ICE) Evaluate offering a house league hockey 

program at Pine Park 

Complete by end of Q1 

(DIVISION) Measure the total net surplus in the Complete by Q4.  
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02 from 2015 to 2016.  

(FAC) Increase facility rental revenue by across 

the district by a minimum of 3%, from 2015 to 

2016.  

Complete by Q4.  

Support Friends of HE Parks to expand level of 

financial support provided to District and our 

residents for scholarships and special projects 

(annually)  

(C&M) Promote the Giving Tree and other 

Friends of HE Parks events, programs and 

services to the community.  

Utilize all marketing and communication 

channels, increase overall exposure by 3% from 

2015.  

Achieve District annual budget to maintain fund 

balance reserves (annually) 

(DIVISION) Increase the revenue ratios and 

reduce the expense ratios from 2015 to 2016.  

Complete for 100% of all major program areas 

by Q4.  

Continue to evaluate and apply for grant 

revenues to support District’s operations and 

capital projects (annually)  

(C&M/REC) Increase the number of grant 

seeking opportunities.  

Apply for 2 more grants in 2016 than in 2015, 

complete by Q4.  

 

District Objective 3: Utilize our resources effectively and efficiently 

CMP  Initiative Division Action Measure/Timeline 

Perform a capacity usage analysis of facilities 

(annually) 

(ICE) Continue to work with the SEARS 

CENTRE regarding open ice options   

Connect quarterly meetings to determine 

availability.  Complete by Q4.  

(ICE) Conduct a space analysis of the ice arena 

area – skate rental / party room/ Coaches area/ 3 

office spaces. Ensure that space is being utilized 

to the optimum potential. 

Complete in Q1 

Secure additional alternative sources of revenue 

to support financial goals (annually) 

(ICE) Evaluate the possibility of moving the 

Pine park ice rink to TC to add additional sheet 

of ice in the fall/winter 

Complete by end of Q2, make recommendation 

in Q3.  

(REC) Increase program participation by 1% 

overall from 2015 to 2016.  

Complete by Q4.  

(FAC) Increase total membership sales at TC & 

WRC by 1% from 2015 to 2016.  

Complete by Q4.  

Reduce utility expenses in parks and facilities by 

converting to alternative energy sources 

(annually)  

(FAC) Research cost-cutting, sustainable 

initiatives within the facilities that create energy 

efficient upgrades.  

Complete by Q4, implement 1 new initiative 

during 2016.   

 

 

DISTRICT GOAL 3:  ACHIEVE OPERATIONAL EXCELLENCE AND ENVIRONMENTAL AWARENESS 

 

District Objective 1: Create and sustain quality parks, facilities, programs and services 

CMP  Initiative Division Action Measure/Timeline 

Enhance District signage to inform and educate (C&M) Update district educational signage. Add to, revise and reprint (where necessary) 
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guests. (short/mid-term) educational signs. Complete by Q4.  

 

District Initiative 2:  Utilize best practices 

CMP  Initiative Division Action Measure/Timeline 

Continue to promote operation safety excellence 

utilizing procedures and best practices to 

maintain PDRMA accreditation. (annually) 

(SFAC) Facilitate Starguard lifeguard 

recertification, new lifeguard training, and in-

services to ensure all aquatic team members 

meet or exceed program requirements. Complete 

Starguard operational reviews of PSSWC and 

SFAC. 

 Plan aquatic trainings within Q1 and complete 

4 outside audits by Starguard by Q4.  Pass 90% 

of all audits conducted by Starguard.  

Utilize best practices to maximize operational 

efficiencies as a District (annually) 

(FAC) Review the changing demands of the 

facilities as the demographics and community 

continues to change.  

Review schedules in Q1 & Q2 make any 

recommended changes in Q3, based on 

participation numbers and demand.  

(FAC) Work with local vendors to obtain the 

best pricing for our custodial supplies. Try to 

utilize mass purchasing amongst all facilities. 

TC&WRC 

Q1- Set up facility supervisor and head 

custodial Mtg. to identify supplies needed and 

potential vendors. 

Q1 &Q2- Obtain quotes from identified 

vendors. Implement changes in Q3 if able and 

the program is cost effective.  

 

District Objective 3:  Advance environmental and safety awareness 

CMP  Initiative Division Action Measure/Timeline 

Continue to promote operation safety excellence 

utilizing procedures and best practices to 

maintain PDRMA accreditation. (annually) 

(FAC) Provide Medic AED, CPR, First Aid 

Course educational training opportunities to all 

HEPD team. Establish HEPD as an independent 

training center, beginning in 2016.  

Confirm the establishment of HEPD as an 

independent training center within Q1. Offer 

quarterly trainings for all HEPD team members, 

1/quarter. Educate 50% of all new hires.  

(FAC) Achieve PDRMA accreditation process, 

achieving scores which meet or exceeds 

expectations 

Complete PDRMA review within scheduled 

time frame for 2016. 

Develop additional programs and processes to 

support conservation, green initiatives 

(annually) 

(ICE) Continue to look for ways to improve 

energy efficiency measures in the ice arena area 

Complete 4 reviews by Q4.  

Provide educational programs and opportunities 

on environmental best practices (annually) 

(C&M) Educate residents through the Park 

Perspective on renewable resources, 

environmental stewardship and satiability 

practices within our community.  

Complete by Q4.  
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DISTRICT GOAL 4:  PROMOTE QUALITY LEADERSHIP AND SERVICES 

 

District Objective 1:  Develop leadership that ensures workforce readiness 

CMP  Initiative Division Action Measure/Timeline 

Continue emphasis on cross-training and ensure 

workforce readiness. 

(FAC) Provide ongoing training to service desk 

team members. Continue cross training new staff 

between TC & WRC.   

Combined Quarterly staff meetings and conduct 

4 total by end of Q4.  

Promote furthering educational opportunities of 

staff by encouraging participation in workshops, 

conferences and other educational opportunities 

(annually)  

(REC) Create a HE-Skills program for high 

school volunteers and employees providing them 

specific training in workforce readiness. A bi-

monthly training will be conducted as a part of 

this program. 

Q1 – research topics/operations 

Q2 – create training calendar 

Q3 – implement program  

(DIVISION) Train front line service desk 

associates in upselling and cross selling for all 

district programs and services.  

Complete in by end of Q1.  

Continue to foster openness in communication 

District-wide (annually)  

(ICE) Institute a 360 Assessment Program for 

hockey and ice skating staff.  To be used for 

Quarterly staff assessments with compilation of 

information to be used at yearly reviews.   

Have in place by Q3.  

 

District Objective 2:  Build organization culture based on I-2 CARE Values 

CMP  Initiative Division Action Measure/Timeline 

Continually expand and update Hoffman 

University training curriculum to enhance 

workforce knowledge and readiness. (annually) 

(FAC) Provide CHEER customer service 

training and promote attendance of all new 

HEPD team members within first 3 months of 

employment 

Provide 4 CHEER training opportunities by end 

of Q4. 

Promote healthy lifestyles through work 

environment best practices (annually)  

(DIVISION) Continue to strive to enhance the 

internal work culture that remains honest and 

ethical with principles that foster strong integrity 

and trust.  

Complete by Q4.  

 

District Objective 3:  Promote continuous learning and encourage innovative thinking 

CMP  Initiative Division Action Measure/Timeline 

Promote furthering educational opportunities of 

staff by encouraging participation in workshops, 

conferences and other educational opportunities. 

(annually) 

(FAC) TC facility supervisor and Community 

Center Manager, to attend and become more 

involved in IPRA Facility Management 

Sections. 

Complete in Q1 and in Q4.  

Continue to foster openness in communications 

District-wide. (annually)  

(C&M) Identify one new channel for district-

wide internal communications. 

Complete by Q2.  
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Create and maintain succession plan to prepare 

employees for advancement and prepare 

organization for personnel changes (annually)  

(Division) Provide responsible leadership 

opportunities to engage team members who are 

looking to advance their professional careers 

within the organization.  

Complete Monthly.   
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2016 BUDGET GOALS, OBJECTIVES & INITIATIVES 
 

DISTRICT GOAL 1: PROVIDE HEALTHY AND ENJOYABLE EXPERIENCES FOR ALL PEOPLE 

 

District Objective 1:  Offer healthy and enjoyable experiences that promote equal access 

CMP Initiative Division Action Measure/Timeline 

Expand facility based special events that 

promote greater facility usage (annually) 

(PSS&WC) Develop wellness and fitness 

opportunities, services to engage customers and 

build rapport. 

Develop 1 new retention program in Q1. 

Increase cooperative efforts with neighborhoods 

and community associations on health related 

issues (annually) 

(PSS&WC) Strengthen partnership opportunities 

with organizations, such as Alexian Brothers, 

AthletiCo and the Chamber to provide 

community based fitness programs and services 

Provide 2 fitness opportunities in the 

community in collaboration with community 

partnerships by Q3.  

 

District Objective 2:  Achieve customer satisfaction and loyalty 

CMP Initiative Division Action Measure/Timeline 

Expand facility based special events that 

promote greater facility usage (annually) 

(PSS&WC) Provide innovative group fitness 

classes and special events. 

Add 1 new class format and implement 2 

retention events. Complete by Q4. 

(PSS&WC) Develop member retention 

programs that build customer retention. 

Develop 2 programs by Q4.  Achieve a 

customer attrition rating by Q4 of 0.45%.  

Baseline 2016 budget 0.468% 

(PSS&WC) Enhance current Member 

Rewards/Referral system with addition of a 

Charter Member Rewards program (for 

members with 5+ years of consistent active 

membership status). 

Research and plan in Q1 and Q2; implement 

enhancement by Q3. 

(PSS&WC) Sell 1,565 memberships during 

2016, achieve membership cancellations of 

1,515 

Net membership effect +50 complete by Q4. 

Develop performance measurement system to 

evaluate value in programming structure (short 

term) 

(PSS&WC) Create evaluation system for the 

group swim lesson program to assess customer 

satisfaction. Modify swim lessons according to 

feedback and needs expressed through customer 

satisfaction survey 

Develop a 10 to12 quick question satisfaction 

survey with the C&M department for the swim 

lesson program within Q2 to implement within 

Q3. Utilize an online data gathering system that 

creates a measured baseline.  Conduct 1 onsite 

automated survey questionnaire visit in Q3 & 

Q4.   

(PSS&WC) Develop and incorporate new online 

member survey to assess member needs and 

initiate targeted responsiveness. 

Initiate 1 survey in early Q2 and 1 survey in Q4. 
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Utilize best practices to maximize operational 

efficiencies as a District (annually)  

(PSS&WC) Purchase and install service desk 

carpet.  

Complete by Q4.  

(PSS&WC) Resurface gymnasium floor.  Complete by Q4.  

(PSS&WC) Contract with outside provider to 

obtain design plans for member locker room 

renovations.  

Complete by Q4.  

(PSS&WC) Purchase Fitness Equipment. Complete by Q4.  

(PSS&WC) Repaint activity pool surface and 

touch up activity pool ceiling.   

Complete by end of Q3.  

 

District Objective 3:  Connect and engage our community 

CMP Initiative Division Action Measure/Timeline   

Increase volunteer involvement in District 

operations (annually) 

(PSS&WC) Develop 1 new high school 

volunteer program. 

Plan and develop in Q1 & Q2 

Implement program in Q3.  Engage 5 high 

school volunteers in the new program by Q4.  

Improve overall health outcomes of programs 

offered (annually) 

(PSS&WC) Develop and implement a 12 month 

wellness calendar based on monthly activities 

and events within the club and in Kids Korner to 

engage, educate, and enlighten members.   

Plan quarterly 2 initiatives with input from front 

line team members beginning in Q1.  Complete 

8 initiatives by Q4.  

Expand marketing communications with the use 

of social media and mobile applications (short 

term) 

(PSS&WC) Establish a social media campaign 

program to connect with prospective and current 

members to enhance communication and 

increase “touch points” with engaging, fun, and 

informative initiatives. 

Launch in Q1 with continued emphasis 

throughout Q2, Q3 & Q4. Produce and 

communicate at least 1 message via social 

media each week.  Measure results monthly 

through Google Analytics, complete by Q4.  

 

 

DISTRICT GOAL 2: DELIVER FINANCIAL STEWARDSHIP 

 

   District Objective 1:  Achieve annual and long range financial plans 

CMP Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves (annually) 

 

Achieve FY16 net membership goal. Achieve net member total of 50 by end of Q4. 

(PSS&WC) Monitor budget to ensure practices 

continue to support the achievement of 

budgetary revenue and expense goals and aims.  

Meet and/or exceed departmental budgeted 

bottom line for fund 11.  

(PSS&WC) Monitor PSS&WC operational 

budgets both from revenue and expense 

standpoint to ensure that projections are meeting 

and/or exceeding the budgetary aims of the 

district.  

Meet bi-monthly throughout the year, with the 

GM, Supt. of Facilities and Director of Rec/Fac. 

to ensure that the annual budget is meeting 

expectations.  Complete 18 meetings prior to the 

end of Q4.  
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Develop new business plan structure, including 

cost recover goals, program trends, markets 

served, and competition (annually) 

(PSS&WC) Enhance current corporate 

membership program while increasing corporate 

membership base. 

Grow the membership base by 3% in 4 existing 

corporate accounts beginning in Q1; sign up  

1 new company by the end of Q1. 

 

District Objective 2: Generate alternative revenue 

CMP Initiative Division Action Measure/Timeline 

Secure additional alternative sources of revenue 

to support financial goals (annually) 

(PSS&WC) Enhance Personal Training revenue 

generating opportunities. 

Increase PT revenues by 3.19% by Q4 from 

actual 2015. 

(PSS&WC) Increase annual aquatic pass fees by 

5%. 

 

Implement in Q4. 

(PSS&WC) Increase tennis private and semi-

private lesson fees 

Complete by the end of Q3.  Increase gross 

revenue by 4.8% from actual 2015.  

(PSS&WC) Research the option of adding an 

additional charge i.e. membership fee for Kids 

Korner for those members who utilize the 

service.  

Complete research by end of Q2 with a 

recommendation by end of Q3.  

(PSS&WC) Conduct a fee increase in October of 

2016. 

Complete by end of Q4.  

(PSS&WC) Research the ability to drop the 

tennis membership and go to a court time only 

charge program.  

Complete research by end of Q3 and 

recommend a direction by start of Q4.  

Develop new business plan structure, including 

cost recover goals, program trends, markets 

served, and competition (annually) 

(PSS&WC) Research capabilities of RecTrac to 

accommodate a “house charge” payment for 

members.  

If feasible implement in Q3, for services such as 

PT, massage, guest passes, etc.  

Develop strategies to attract additional sponsors 

and new partnerships. (short-term) 

(PSS&WC) Establish a contractual service for 

early childhood sports programs that include 

non-traditional active programming, i.e. fencing, 

etc. 

Secure 1 outside contractor to provide programs 

and/or services within Q1 that will offer sports 

specific classes and non-traditional sports.  

 

District Objective 3: Utilize our resources effectively and efficiently 

CMP Initiative Division Action Measure/Timeline 

Develop new business plan structure, including 

cost recover goals, program trends, markets 

served, and competition (annually) 

(PSS&WC) Initiate website conversion to 

WordPress platform to allow for enhanced 

responsiveness, blog pieces, and improved 

design/layout. 

Complete by end of Q2. Produce 1 blog piece 

per quarter in Q3 & Q4.  Post a total of 2 blogs 

by Q4.  

Perform internal control audits (annually) (PSS&WC) Manage payroll to meet personnel 

budget to ensure maximum operational 

efficiency 

Meet or exceed payroll budget by end of Q4.  

Monitor IMRF, ACA and PT1 team member 

hours per (26) payroll to maintain budgeted 

levels and aims.  
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Develop strategies to attract additional sponsors 

and new partnerships (short term) 

(PSS&WC) Work collaboratively with the 

district Communication and Marketing 

department to effectively promote and market 

facility and services for additional sponsorship 

and partnership opportunities.  

Obtain 2 new sponsors for the facility that 

support an event, amenity and/or program by 

Q4.  

 

 

DISTRICT GOAL 3:  ACHIEVE OPERATIONAL EXCELLENCE AND ENVIRONMENTAL AWARENESS 

 

District Objective 1: Create and sustain quality parks, facilities, programs and services 

CMP Initiative Division Action Measure/Timeline 

Utilize best practices to maximize operational 

efficiencies as a District (annually) 

(PSS&WC) Replace carpet within the service 

desk, adjacent office spaces and member 

services area  

Purchase carpet, as planned within the operating 

capital funds, within Q2 and replace within Q3 

(PSS&WC) Complete tennis court enhancement 

within 2016. 

Complete project by Q3 

(PSS&WC) Complete the repainting of the 

ceiling and resurfacing of the activity pool floor 

Complete project, as planned within the district 

capital budget, by Q4 

(PSS&WC) Complete the steam room repairs, as 

planned within the district capital funds 

Complete men’s and women’s club locker room 

steam room repairs by Q4. 

(PSS&WC) Meet and exceed the member and 

customer expectations as it relates to facility 

cleanliness. 

Conduct daily opening and closing MOD walk 

through checklists, weekly manager walk 

through and bi-monthly walk through with 

contractual cleaning service.  Complete by Q4.  

(PSS&WC) Log and follow up on 90% of all 

member comment cards as it relates to a facility 

concerns.  

Complete by Q4.  

Implement best practices to maintain a minimum 

score of 95% in the District-wide IPRA 

environmental report card (annually) 

(PSS&WC) Evaluate fitness equipment needs, 

selecting and purchasing energy efficient 

equipment (when applicable), and purchasing 

new equipment to continue to upgrade aging 

equipment and stay current on industry trends. 

Planned within capital budget, 2016. 

Complete by end of Q3. 

 

 

 

 

 

(PSS&WC) Achieve all needed facility 

requirements to achieve a minimum score of 

95% on the District-wide environmental report 

card. 

Complete by Q4.  
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District Initiative 2:  Utilize best practices 

CMP Initiative Division Action Measure/Timeline 

Continue to promote operational safety 

excellence utilizing procedures and best 

practices to maintain PDRMA accreditation 

(annually) 

(PSS&WC) Schedule and complete the annual 

climbing wall inspection by Experiential 

Climbing Systems or other PDRMA 

recommended climbing wall organization.  

Schedule within Q2, complete inspection by Q3 

(PSS&WC) Facilitate Starguard lifeguard 

recertification, new lifeguard training, and in-

services to ensure all aquatic team members 

meet or exceed program requirements. Complete 

Starguard operational reviews of PSSWC and 

SFAC. 

Successfully complete operational reviews 

throughout each quarter, complete program by 

Q4. Pass and/or exceed 90% of all Starguard 

audits by Q4.  

 

District Objective 3:  Advance environmental and safety awareness 

CMP Initiative Division Action Measure/Timeline 

Continue to promote operational safety 

excellence utilizing procedures and best 

practices to maintain PDRMA accreditation 

(annually) 

(PSS&WC) Provide Medic AED, CPR, First 

Aid Course educational training opportunities to 

all HEPD team. Establish HEPD as an 

independent training center, beginning in 2016.  

Establish HEPD as an independent training 

center within Q1. Offer a total of 4 trainings by 

end of Q4.   

(PSS&WC) Achieve PDRMA accreditation 

process, achieving scores which meet or exceeds 

expectations 

Complete PDRMA review within scheduled 

time frame for 2016. Achieve a score that 

exceeds PDRMA’s minimum standards.  

 

 
DISTRICT GOAL 4:  PROMOTE QUALITY LEADERSHIP AND SERVICES 

 

District Objective 1:  Develop leadership that ensures workforce readiness 

CMP Initiative Division Action Measure/Timeline 

Promote furthering educational opportunities for 

staff by encouraging participation in workshops, 

conferences, and other educational 

opportunities. (annually) 

(PSS&WC) Develop engaging educational 

opportunities for team development to enhance 

knowledge of the fitness industry and facility 

services to better serve members. 

Conduct 4 internal PSSWC trainings quarterly, 

complete by Q4.  

(PSS&WC) Promote staff educational 

development and professional development 

among team by attendance of industry 

recognized conferences and seminars, included 

the IPRA, PDRMA, Club Industry and NRPA.  

Create an annual plan prior to the end of Q1 that 

includes all FT team members and what external 

educational opportunities they will be attending 

that fits within the financials means of the 

budget.  

(PSS&WC) FT team members participate in FT team members as a facility attend 10 
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Hoffman U sessions and also conduct Hoffman 

U sessions as well.  

Hoffman U sessions and conduct and/or assist in 

at least 2 sessions as a facility.  

Incorporate incentive programs for healthy 

habits for employees (short/mid-term) 

(PSS&WC) Enhance the staff through the 

development of an incentive program and 

participation within fitness services. 

Implement in Q1; obtain 25% of all FT team 

members participating in the incentive program 

by the end of Q4.  

Continue emphasis on cross-training and ensure 

workforce readiness. (annually) 

(PSS&WC) Utilize Member Services Team to 

assist in training the Facility Team Members at 

other district sites on sales.  

Assist outside consultant in upselling and cross 

selling training by end of Q2.   

 

District Objective 2:  Build organization culture based on I-2 CARE Values 

 Division Action Measure/Timeline 

Promote healthy lifestyles through work 

environment best practices (annually) 

(PSS&WC) Engage team members at PSS&WC 

using the CHEER customer service initiative. 

Forming “teams” of PT team members to carry 

out the CHEER culture, rewarding those that do.   

Implement by Q2. 

Continually expand and update Hoffman U 

training curriculum to enhance workforce 

knowledge and readiness (annually) 

(PSS&WC) Set expectation for all PSSWC new 

team members to complete CHEER training 

within 2016 

Have 75% of all new hires trained in the 

CHEER program prior to the first 3 months of 

employment.  

Continue to foster openness in communication 

District-wide (annually) 

(PSS&WC) FT team members attend monthly 

Recreation & Facility Division all team mtgs.  

Complete by Q4.  

 

District Objective 3:  Promote continuous learning and encourage innovative thinking 

CMP Initiative Division Action Measure/Timeline 

Continue to evaluate and create procedures and 

training to promote a high level of internal 

customer service (annually) 

(PSS&WC) Plan offsite gathering of PSSWC 

Leadership Team to assess performance of 

previous quarter and share ideas for upcoming 

quarters. 

Start by Q2; complete at least 2 meetings by Q4.  

Continue emphasis on cross-training and ensure 

workforce readiness (annually) 

(PSS&WC) Hold quarterly departmental 

meetings to connect and share updates and 

information with team members. 

Conduct 4 meetings by Q4, with 90% 

attendance at each meeting, per department.  

Continually expand and update Hoffman 

University training curriculum to enhance 

workforce knowledge and readiness (annually) 

(PSS&WC) Encourage PSSWC team members 

to attend Hoffman U training 

Have all FT team members attend at least 3 non 

mandatory Hoffman U trainings and have at 

least 2 FT PSS&WC team host 1 Hoffman U. 
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2016 BUDGET GOALS, OBJECTIVES & INITIATIVES 
 

DISTRICT GOAL 1: PROVIDE HEALTHY AND ENJOYABLE EXPERIENCES FOR ALL PEOPLE 

 

District Objective 1:  Offer healthy and enjoyable experiences that promote equal access 

CMP  Initiative Division Action Measure/Timeline 

Expand facility based special events that 

promote greater facility usage (annually) 

 

Increase Outing Rounds by 30% 4,149 Outing Rounds (2,879 Outing rounds in 

2015) 

Provide 32 Preferred Tee Times 32 Preferred Tee Time Groups (30 Groups in 

2015) 

Provide 3,400 League  Goal is 3,400 League Rounds  

(2,989 rounds in 2015) 

Host 8 outside wedding ceremony only events. Goal is 8 ceremony only events. (4 in 2015)  

Introduce an Annual Golf Pass & Discount Pass 

to increase golf rounds. 

Goal is to sell 100 passes. 

Host 5 Wedding Receptions Goal is 5 Wedding Receptions (5 in 2015) 

Host 20 Ceremony & Reception Weddings.  Goal is 20 Ceremony & Reception Weddings 

(18 in 2015) 

Expand & Provide Jr. Program Classes in 

Spring, Summer & Fall to 150 participants. 

Goal is 150 participants. (88 participants in 

2015) 

 

Expand & Provide Group Lessons to include 50 

students for all ages in Spring, Summer & Fall. 

Goal is 50 students. (74 Students in 2015) 

 

 

District Objective 2:  Achieve customer satisfaction and loyalty 

CMP  Initiative Division Action Measure/Timeline 

Expand marketing communications with the use 

of social media and mobile applications (short 

term) 

Receive 10  Five Star Reviews on the Knott for 

Weddings 

Goal is 10 Reviews receiving 5 Stars (8 in 2015) 

 

 

District Objective 3:  Connect and engage our community 

CMP  Initiative Division Action Measure/Timeline   

Expand facility based special events that 

promote greater facility usage (annually) 

 

Provide 6 Special Golf Events with 360 

participants. 

Goal is 6 Events with 360 participants. (5 events 

with 348 participants with 1 remaining event 

2015.) 

Provide 2 Holiday Event Brunches with 675 

guests. 

Goal is 2 Events with 675 Guests. (261+ 

Breakfast with Santa in 2015). 
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Host 8 Special Event Nights Goal is 8 Events (6 events in 2015) 

Increase volunteer involvement in district 

operations (annually)  

Expand volunteers to help maintain event area 

and golf course. 

Secure a minimum of 80 hours of volunteer 

work to help garden the event area and maintain 

the golf course. 

 

 

DISTRICT GOAL 2: DELIVER FINANCIAL STEWARDSHIP 

 

District Objective 1:  Achieve annual and long range financial plans 

CMP  Initiative Division Action Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves (annually) 

Monitor Golf budget to ensure expenses do not 

exceed budget and are in line with revenue 

projections and revenues are meeting financial 

goals and objectives.  

Meet or exceed Golf Department Budget bottom 

line. 

Monitor F&B budget to ensure expenses do not 

exceed budget and are in line with revenue 

projections and revenues are meeting financial 

goals and objectives. 

Meet or exceed F&B Department Budget 

bottom line. 

Reduce Golf Maintenance expense and monitor 

to ensure expenses do not exceed budget and are 

in line with revenue projections. 

Meet or exceed Golf Maintenance Department 

Budget bottom line. 

Provide 32,656 Rounds 32,656 rounds in the 2016 Season (26,354 thru 

10/1 in 2015) 

Rebrand the Bar & Grill giving it a unique name 

along with creating a more price conscious menu 

to create greater volume with lower cost point. 

Have new menu in place with a unique bar & 

grill name by end of 1
st
 qtr. 

Monitor Cook County 3% Amusement Tax Implement tax increase pending Cook County 

legislation approval. 

Research and Analyze Golf Cart Lease for 2017 

season.  

Complete bid process by end of 3
rd

 Qtr. 

Research and Analyze ROI for Lease on GPS 

units for 2017 season.  

Monitor for 2017 budget process 

Research and Analyze ROI for Billy Casper 

Golf Course Maintenance Contract for 2017 

season. 

Develop recommendation by end of 2nd Qtr.   

 

District Objective 2: Generate alternative revenue 

CMP  Initiative Division Action Measure/Timeline 

Secure additional alternative sources of revenue Increase the marketing and updating Increase golfnow.com rounds by 3%. (4,283 
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to support financial goals (annually)  golfnow.com to increase golf now rounds to 

produce additional revenue during slow periods. 

Rounds Thru Sept in 2015). 

 

Increase F&B business in bar & grill by 3% over 

prior year by capturing golfer’s on site with 

daily specials, promotions and Special Events. 

Increase bar and grill sales by 3%. ($128K Thru 

Sept in 2015). 

 

 

District Objective 3: Utilize our resources effectively and efficiently 

CMP  Initiative Division Action Measure/Timeline 

Utilize best practices to maximize operational 

efficiencies as a District (annually) 

Work with Parks Department for annual burns, 

tree stump removal, and other maintenance 

projects to save from additional expenses from 

renting equipment. 

Use parks department machines 5 different 

times for the season to minimize renting 

equipment. 

Purchase a heavy duty utility cart for golf 

maintenance. 

Purchase 1
st
 Qtr. 

Purchase a Stove Top Oven for the main kitchen 

line. 

Purchase 1
st
 Qtr. 

Purchase a Range Ball Dispenser with a credit 

card processor. The machine will reduce payroll 

by $15,373. 

Purchase 1
st
 Qtr. 

Achieve District annual budget to maintain fund 

balance reserves (annually) 

Manage payroll to meet or exceed personnel 

budget to ensure maximize operational 

efficiency. 

Meet or exceed Payroll Budget. 

 

Monthly budget monitoring to maintain at or 

below projected budget expenses. 

Not to exceed budget expenses. 

Perform internal control audits (annually) Monthly budget monitoring and proper costing 

out on menus to maintain a 32% food cost and 

26% beverage cost. 

32% food cost and 26% beverage cost. 

 

DISTRICT GOAL 3:  ACHIEVE OPERATIONAL EXCELLENCE AND ENVIRONMENTAL AWARENESS 

 

District Objective 1: Create and sustain quality parks, facilities, programs and services 

CMP  Initiative Division Action Measure/Timeline 

Utilize best practices to maximize operational 

efficiencies as a District (annually) 

Provide a clean and well maintained clubhouse 

facility and equipment consistent with district 

standards. 

Complete daily checklist and rectify and 

identify deficiencies and remedy as necessary. 

90% Completion Rate. 

Provide a well-manicured golf course consistent 

with adopted 2015 maintenance goals. 

Weekly inspection with golf course 

superintendent, identify deficiencies and remedy 

as necessary. 90% Completion Rate. 
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District Initiative 2:  Utilize best practices 

CMP  Initiative Division Action Measure/Timeline 

Enhance overall quality of natural areas 

(annually) 

Maintain a portion of the natural areas by the use 

of the goats. 

Complete by 3
rd

 Qtr. 

 

District Objective 3:  Advance environmental and safety awareness 

CMP  Initiative Division Action Measure/Timeline 

Implement best practices to maintain a minimum 

score of 95% in the District-wide IPRA 

environmental report card (annually)  

Maintain IPRA’s Environmental Report Card. By end of 4
th
 quarter. 

 

DISTRICT GOAL 4:  PROMOTE QUALITY LEADERSHIP AND SERVICES 

 

District Objective 1:  Develop leadership that ensures workforce readiness 

CMP  Initiative Division Action Measure/Timeline 

Develop a new hire training program that 

addresses District policies and procedures 

(short-term) 

Train all Part Time employees in all departments 

on service plan. 

Train 100% PT Employees in all departments 

by March.  Train All new hires after March with 

15 days of hire. 

Utilize best practices to maximize operational 

efficiencies as a District (annually) 
Train staff in selling/upselling opportunities 

and services available at BPC. 

Train key staff by end of 2
nd

 Qtr. 

Incorporate incentive programs for healthy 

habits for employees (short/mid-term) 

Have key staff attend HEPD AED & CPR 

training. 

Have at least 24 key staff members maintain 

certification by end of 2
nd

 Qtr. 

 

District Objective 2:  Build organization culture based on I-2 CARE Values 

CMP  Initiative Division Action Measure/Timeline 

Continue to foster openness in communication 

District-wide (annually) 

Conduct weekly staff meetings during prime 

season with key personal to discuss operations, 

golf events and special events. 

40 weekly meetings. 

 

District Objective 3:  Promote continuous learning and encourage innovative thinking 

CMP  Initiative Division Action Measure/Timeline 

Promote furthering educational opportunities of 

staff by encouraging participation in workshops, 

conferences and other educational opportunities 

(annually)  

All F&B Employees become BASSET Certified 

& Food Serve Safe. 

100% of all F&B Employees. 
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2016 BUDGET GOALS, OBJECTIVES & INITIATIVES 

 

DISTRICT GOAL 1: PROVIDE HEALTHY AND ENJOYABLE EXPERIENCES FOR ALL PEOPLE 

 

District Objective 1:  Offer healthy and enjoyable experiences that promote equal access 

CMP Initiative  Division Action: Measure/Timeline 

Develop performance measurement system to 

evaluate value in programming structure. 

Establish ROI by evaluating and recommending 

chargeback procedure for internal programing 

usage of marquee signage. 

Develop and recommend by 2
nd

 qtr. 

 

District Objective 3:  Connect and engage our community 

CMP Initiative Division Action: Measure/Timeline 

Educate residents regarding District financial 

stewardship and transparency. 

Provide financial/budget overview for Park 

Perspectives. 

March 2016 for Spring issue. 

Maintain FOIA compliance and transparency 

aspects of the District to ensure Illinois Policy 

Institute Sunshine award status. 

Post within 30 days of approval. 

 

 

DISTRICT GOAL 2: DELIVER FINANCIAL STEWARDSHIP 

 

District Objective 1:  Achieve annual and long range financial plans 

CMP Initiative Division Action: Measure/Timeline 

Achieve District annual budget to maintain fund 

balance reserves. 

Achieve District annual budget to ensure 

maintaining fiscal year projected fund balance 

reserves. 

Achieve by December 2016. 

Create 2017 annual balanced budget. Achieve by November 2016. 

Conduct budget preparation Hoffman U session 

for all staff. 

Achieve by July 2016. 

Develop new business plan structure, including 

cost recovery goals, program trends, markets 

served, and competition. 

Collaborate with recreation and facilities 

divisions to determine program ROI and 

subsidized programs and percentage level of 

support. 

Achieve by July 2016. 

 

District Objective 2: Generate alternative revenue 

CMP Initiative Division Action: Measure/Timeline 

Secure additional alternative sources of revenue 

to support financial goals. 

Evaluate opportunities to work with an 

independent grant writer. 

Achieve recommendation by 1
st
 qtr. 

Support Friends of HE Parks to expand level of Submit accumulated American Express points Achieve semi-annually in April and 
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financial support provided to District and our 

residents for scholarship and special projects. 

for donation to Friends of HE Parks. October. 

DD to act as staff liaison for Friends of HE 

Parks and provide usage of sponsorship 

coordinator. 

Attend 80% of board meetings and events. 

Develop strategies to attract additional sponsors 

and new partnerships. 

Hire a FT sponsorship coordinator. Achieve by 2
nd

 qtr. 

Generate additional $150,000 of 

advertising/sponsorship/marquee revenue. 

Achieve; 

March 2016            $25,000 

June 2016               $35,000 

September 2016     $40,000 

December 2016      $50,000 

Expand and develop community relationships 

by attending local community events and 

meetings. 

Attend minimum of 12 community 

meetings and events. 

 

District Objective 3: Utilize our resources effectively and efficiently 

CMP Initiative Division Action: Measure/Timeline 

Perform internal control audits. Conduct random cash audits at all facilities. 

Utilize video as needed. 

Conduct monthly at all service desks. 

Conduct surprise audits of program personnel 

and independent contractors to ensure classes 

are held with properly registered participants 

meeting minimum numbers. Utilize video as 

needed. 

Conduct monthly taking into account 

seasonality of programming. 

Conduct ledger audits to ensure financial 

integrity. 

Conduct quarterly. 

Conduct trial balance audits to reduce District 

receivable exposure. 

Conduct monthly by providing statements 

to program managers. 

Conduct program revenue audits including 

waitlists and minimum/maximum requirements 

to ensure cost recovery. 

Conduct twice monthly. 

Conduct facility usage and membership audits, 

utilizing video as necessary to ensure cost 

recovery. 

Conduct monthly at all facilities. 

Reduce utility expenses in parks and facilities by 

converting to alternative energy resources. 

Maintain offline audit control of all utility usage 

to monitor abnormalities. 

Prepare monthly. 
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Division:  A&F 
3 

DISTRICT GOAL 3:  ACHIEVE OPERATIONAL EXCELLENCE AND ENVIRONMENTAL AWARENESS 

 

District Objective 1: Create and sustain quality parks, facilities, programs and services 

CMP Initiative Division Action: Measure/Timeline 

Maintain environmental best practice 

certification. 

Ensure administrative and finance division 

section compliance with IPRA Environmental 

Scorecard. 

Achieve annually maintaining 100% 

compliance. 

Enhance Wi-Fi services at District facilities. Evaluate new access points and PTP at remote 

sites to ensure connectivity. 

Monitor monthly and ensure 98% hardware 

up time. 

Evaluate implications of a smoke-free District 

policy. 

Collaborate with staff and other districts best 

practices to determine implications of a smoke 

free District wide practice.   

Achieve recommendation by 3
rd

 qtr. 

 

District Initiative 2:  Utilize best practices 

CMP Initiative Division Action: Measure/Timeline 

Continue to promote operational safety 

excellence utilizing procedures and best 

practices to maintain PDRMA accreditation. 

Administrative and finance division to achieve 

excellent score for PDRMA accreditation 

section. 

Prepare accreditation materials by 4
th
 qtr. to 

achieve an excellent score in 2017. 

HR manager to cross train with safety 

coordinator to ensure work force readiness. 

Cross training process to begin 4
th
 qtr. for 

accreditation in 2017. 

Ensure operational compliance with legal 

mandates. 

Attend legal symposium. Achieve by November 2016. 

Attend legislative conference. Achieve by May 2016. 

Monitor state and federal legal mandates and 

implement policies as needed. 

Approve policies within 45 days of any 

legal mandates. 

Maintain and develop operational processes 

required to achieve accreditation status for 

CAPRA and Illinois Distinguished Agency 

standards. 

Maintain all A&F related District 

reaccreditation for Illinois Distinguished 

Agency standards to ensure 100% compliance 

with CAPRA standards. 

Achieve by 3
rd

 qtr. 

Maintain financial accreditation CAFR. Prepare CAFR for previous fiscal year. Achieve by June 2016. 

Maintain operations through software updates 

and enhancements for desktop and network 

infrastructure. 

Upgrade and implement VSI RecTrac V3, if 

recommended. 

Achieve by 4
th
 qtr. 

TC video security- upgrade server and purchase 

10 additional cameras. 

Achieve by 3
rd

 qtr. 

Purchase and install virtual computer servers 

(HEPD-APPS01, HEPD-ACCT, HEPD-

RECV3) 

Achieve by 3
rd

 qtr. 

Purchase, image and deploy replacement 

desktop computers. 

Achieve by 4
th
 qtr. 
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Division:  A&F 
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Purchase and replace (10) computer monitors 

District wide. 

Achieve by 3
rd

 qtr. 

Purchase and replace boardroom laptop 

computers. 

Achieve by 4
th
 qtr. 

Purchase and replace copiers (WRC/Business). Achieve by 3
rd

 qtr. 

Purchase and install scanners (HR/Business) Achieve by 3
rd

 qtr. 

Purchase and install required PCI compliant 

(2016) credit card encrypted mag stripe, bar 

code readers, and VeriFone machines District 

wide to minimize vulnerability to customer and 

District. 

Achieve by 4
th
 qtr. 

Achieve PCI certification by completing PCI 

self-assessment. 

Achieve by 4
th
 qtr. 

Complete electronic systems operating scans 

with Trust Keeper to be alerted to potential 

vulnerabilities. 

Achieve a “pass” rating quarterly. 

Update the IPRA salary system for online use 

for all full and part time staff. 

Update annually by 2
nd

 qtr. 

Purchase and replace computer touchscreens 

(TC/WRC/PS) 

Achieve by 2
nd

 qtr. 

Purchase and replace Freedom Run firewall. Achieve by 2
nd

 qtr. 

Purchase and replace District server room AC 

unit. 

Achieve by 2
nd

 qtr. 

Maintain PRORAGIS database to ensure 

compliance with CAPRA and National Gold 

Medal standards. 

Ensure required input for CAPRA. Achieve by 4
th
 qtr. 

Monitor employee hours worked to ensure legal 

compliance with state and federal mandates. 

Implement FinTrac Scheduling for all non-

exempt employees District wide. 

Achieve by April 2016. 

Monitor IMRF eligible staff and educate 

managers/supervisors regarding the 

30 hour threshold. 

Achieve monthly. 

Monitor PT employees hours worked regarding 

the PPACA compliance. 

Achieve monthly. 

Implement benefit scheduling and tracking 

software in conjunction with new accounting 

software. 

Achieve by 3
rd

 qtr. 

Complete all IRS reporting required for 

PPACA. 

Achieve 1095C by January 2016. 

Achieve 1094C by February 2016. 
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Utilize best practices to maximize operational 

efficiencies as a District. 

Continue to research processes and 

opportunities with other Districts to ensure 

operating at a high level and utilizing industry 

best practices. 

Achieve research with new accounting 

software by 1
st
 qtr. and achieve as new 

opportunities are presented. 

Develop a redundancy plan for virtual servers to 

enhance District disaster recovery plan. 

Update District disaster recovery policy. Achieve by 1
st
 qtr. 

Replace District accounting software. Purchase, implement and train on new 

accounting software. 

Go LIVE by November 2016. 

 

District Objective 3:  Advance environmental and safety awareness 

CMP Initiative Division Action: Measure/Timeline 

Develop additional programs and processes to 

support conservation and green initiatives. 

Investigate opportunities within new accounting 

software to scan accounts payable invoices and 

human resource records to minimize paper 

storage and further District green initiatives. 

Achieve by December 2016. 

Promote electronic payments for vendors 

willing to accept ACH payment to further green 

initiatives. 

Achieve with 25% of vendors electing 

electronic payment. 

 

 

DISTRICT GOAL 4:  PROMOTE QUALITY LEADERSHIP AND SERVICES 

 

District Objective 1:  Develop leadership that ensures workforce readiness 

CMP Initiative Division Action: Measure/Timeline 

Continually expand and update Hoffman U 

training curriculum to enhance workforce 

knowledge and readiness. 

Conduct and continually expand Hoffman U 

training curriculum with training in purchasing, 

IMRF, PDRMA, budget, IT, ROI in 

programming, registration and accounting 

software. 

Achieve annually with a minimum of 8 

calendar offerings. 

Continue emphasis on cross-training and ensure 

workforce readiness. 

Continue to review and enhance division 

succession plans. 

Evaluate and revise by meeting monthly 

with staff. 

DD to cross train with ED to ensure work force 

readiness for CAPRA and Distinguished 

Agency accreditations. 

Achieve distinguished agency accreditation 

by meeting monthly to prepare for 4
th
 qtr. 

accreditation process. 

Continue emphasis on cross training within 

division to ensure work force readiness. 

Achieve continually by performing tasks 

and having a bi-annually touch base to 

ensure any changes in processing are 

learned. 

Continue to evaluate and create procedures and Evaluate, modify and develop District Review all business, human resource, and 
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training to promote a high level of internal 

customer service. 

procedures to ensure operating 

at a high level of customer service. 

IT procedures and revise as 

deemed appropriate by September 2016. 

Evaluate and update the written review 

procedure. 

Achieve by July 2016. 

Create action plan to reduce unemployment 

costs. 

Develop a procedure to outline alternate or 

modified light duty work plans.   

Achieve by 2
nd

 qtr. 

Enhance IT support to promote quality and 

timely delivery of internal and external services. 

Ensure staff usage of support@heparks.org for 

optimal response time. 

Achieve by ensuring 90% of all IT needs 

requested through portal. 

Provide continuation of IT PT support. Achieve by 1
st
 qtr, 

Investigate District-wide cooperative purchasing 

opportunities. 

Establish internal cooperative purchasing 

procedure. 

Achieve recommendation by 2
nd

 qtr. 

 

District Objective 2:  Build organization culture based on I-2 CARE Values 

CMP Initiative Division Action: Measure/Timeline 

Continue to foster openness in communication 

District-wide. 

Divisionally, at minimum, one staff will sit on 

District Team Committee.   

Achieve continually. 

Promote healthy lifestyles through work 

environment best practices. 

Promote PDRMA PATH program. Achieve annually with 70% participation of 

all FT staff. 

 

District Objective 3:  Promote continuous learning and encourage innovative thinking 

CMP Initiative Division Action: Measure/Timeline 

Promote furthering educational opportunities of 

staff by encouraging participation in workshops, 

conferences and other educational opportunities. 

Attend legislative conference. Achieve by May 2016. 

DD attend Year 2 Director’s school. Achieve by November 2016. 

SB achieve CPRP. Achieve by November 2016. 

Attend IPRA/IAPD conference. Achieve by 1
st
 qtr. 

Attend NRPA Congress. Achieve by 3
rd

 qtr. 

Attend PDRMA risk management institute. Achieve by November 2016. 

Develop a new hire training program that 

addresses District policies and procedures. 

Reevaluate District orientation process. Update procedure by May 2016. 
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MEMORANDUM NO. M15-157 
 
TO:  Administration and Finance Committee 
FROM: Dean R. Bostrom, Executive Director 
  Craig Talsma, Deputy Director/Director A&F 
  Mike Kies, Director Recreation and Facilities 
SUBJECT:    Revised/New Job Descriptions 
DATE:  November 6, 2015 
 
 
 
Background 
Attached are three job descriptions which were presented as part of the 2016 Budget:  
(1) Athletic Manager, revised; (2) Aquatic and Program Manager, revised; (3) 
Sponsorship Coordinator, new. 
 
Recommendation 
The A&F Committee recommends that the board approve the three job descriptions as 
presented. 
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HOFFMAN ESTATES PARK DISTRICT 
JOB DESCRIPTION 

Full-Time Athletic Manager 
FLSA JOB CLASSIFICATION – EXEMPT 

 
 
Function 
 
 The Athletic Manager is responsible for the planning, operation, organization and 

evaluation of programs with the Hoffman Estates Park District including, but not 
limited to, youth, adult athletics, contractual services/classes, camps and special 
events.  

 
Supervision Received 
 
 Work is performed under the direct supervision of the Superintendent of 

Recreation. 
 
Supervision Exercised 
 
 The Athletic Manager directly supervises seasonal staff, program instructors, 

contractual agreements, sports officials and volunteers. 
 
Essential Functions/Responsibilities 
 

A. Administration 
  1. Prepare and implement specific facility and program budgets within 

adopted guidelines. 
  2. Research, analyze, review, recommend and interpret program fees 

and appropriate policies. 
  3. Monitor and review appropriate financial reports.  
  4. Develop and implement goals and objectives for assigned areas of 

responsibility. 
  5. Purchase and maintain inventory of supplies and merchandise as 

required and within adopted guidelines. 
  6. Attend professional educational training and remain informed on 

current trends and issues in related responsibilities. 
7. Prepare and present written and verbal reports as assigned. 
8. Work a flexible schedule including weekends and holidays as 

needed. 
9. Work assigned special events. 
10. Perform all other duties as assigned. 

 
B. Personnel Management 

  1. Direct supervision of the following   
   a.  Seasonal staff 

b. Program instructors 
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c. Sports officials including recruitment, selection, hiring, training, 
evaluation and dismissal according to policies. 

d. Volunteers. 
  2. Conduct appropriate safety training for staff. 
  3. Conduct appropriate customer service training for staff. 
  4. Establish personnel quality control systems for ensuring customer 

satisfaction. 
  5. Maintain accurate payroll and personnel records. 
  6. Maintain accurate scheduling, field assignment and set-up specifics, 

coordinating with parks department. 
  7. Maintain online athletic field light scheduling per 

rental/league/program needs. 
  8. Scheduling of all travel and in-house games and practices. 
 

C. Planning 
  1. Evaluate customer and community interests and assess needs; make 

recommendations on future programs. 
  2. Plan and implement capital repairs and improvements for equipment 

according to adopted guidelines. 
  3. Submit appropriate program reports as requested or as need 

requires. 
  4. Develop and implement appropriate Master Plan objectives. 
 

D. Program Management 
  1. Research, plan, develop, implement and evaluate programs as 

proposed and approved. 
  2. Prepare appropriate budget, marketing and staffing schedules. 
  3. Develop new and innovative programs where need exists. 
  4. Review and modify existing programs to meet current and future 

community needs. 
 

E. Public Relations 
  1. Develop and maintain effective internal and external public relations 

with staff, customers, press (as needed), vendors, other agencies 
and the community. 

  2. Maintain daily written and verbal communication with customers, 
staff, agencies, organizations and individuals. 

  3. Encourage and maintain inter-departmental communications within 
the District through meetings and written correspondence. 

  4. Develop and maintain high standards of quality for customer service. 
  5. Liaison between HEPD and Hoffman United Soccer Club (HUSC). 
  6. Liaison between HEPD and inter-village sport leagues. 
 

F. Marketing 
  1. Develop and implement effective marketing plans for programs. 
  2. Evaluate and revise marketing plans on a regular basis. 
  3. Develop and implement appropriate user surveys for marketing 
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purposes. 
  4. Prepare accurate and appropriate program information for seasonal 

brochures and other public information. 
 

G. Safety, Health, and Loss Control 
  1. Support, promote and make recommendations regarding all safety, 

health and loss control policies as adopted by the park district. 
  2. Be familiar with the Employee Safety Manual. 
  3. Be familiar with the safe operation of any equipment necessary in 

accomplishing required tasks. 
  4. Responsible for providing all injury, illness and health information 

required by the Hoffman Estates Park District. 
 
Marginal Functions/Responsibilities 
 

1. Travel to various locations to observe the operation of programs, 
 facilities and services. 

2. Communicate with residents, employees and vendors via telephone. 
3. Use a computer keyboard to develop plans, reports and 

 correspondence. 
 
Psychological Considerations 
 
  1. The employee must be able to handle questions, complaints and 

concerns from the public in a professional manner. 
  2. The employee must be able to work with coworkers. 
  3. The employee must be able to handle crisis situations. 
  4. The employee must be able to respond to deadlines. 
 
Physiological Considerations 
 
  1. The employee must be able to spend up to 30% of working hours 

working on a computer. 
  2. The employee must be able to drive to required meetings and 

workshops as well as to remote district facilities. 
  3. The employee must be able to spend extended time working at a 

desk and/or handling telephone calls. 
 
Environmental Considerations 
 
  1. The employee will perform responsibilities indoors and outdoors. 
  2. Indoor considerations include lighting and temperature. 
  3. Outdoor considerations include sun, inclement weather and 

temperature fluctuations. 
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Cognitive Considerations 
 
  1. The employee must be able to follow direction given by the 

supervisor and complete responsibilities as described. 
  2. The employee must exhibit good analytical skills and problem solving 

ability in completing responsibilities. 
  3. The employee must use good judgment. 

 
Requirements 
 
 
  1. Skill in oral and written communications. 
  2. Skill in supervisory techniques and management. 
  3. Ability to develop comprehensive programs for all ages. 
  4. Knowledge of budget and fiscal accountability. 
  5. Ability to problem-solve and interpret situations. 

6. Ability to identify and interpret community needs, demographics, 
economic structure and interests in order to develop programs to 
meet these needs. 

7. Must have valid Illinois Driver’s License. 
8. CPR/AED First Aid Certification. 
9. Certified Leisure Professional status (preferred). 

 
Experience   
 

1. A minimum of 2 years programming experience required. 
 
Education   
 

1. Bachelor's Degree required in Recreation, Park or Leisure Service 
Administration. 

   

 

 

 

 
 
 
 
 

Board Approved:  _________________ 
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 HOFFMAN ESTATES PARK DISTRICT 
 JOB DESCRIPTION 

Full-Time Aquatic and Program Manager 
FLSA JOB CLASSIFICATION - EXEMPT 

 
  
Function 
 
 The Aquatic and Program Manager is responsible for the planning, operation, 

organization and evaluation of Seascape Family Aquatic Center and programs with 
the Hoffman Estates Park District including, but not limited to, aquatics, climbing 
wall, children and teen programs, adult programs, special events, and select 
contractual programs.   

 
  
Supervision Received 
 
 Work is performed under the direct supervision of the Superintendent of Facilities. 
 
Supervision Exercised 
 
 The Aquatic and Program Manager directly supervises the Seascape aquatic, 

PSS&WC aquatic, climbing, and programming staff.  Employee provides 
supervision and direction to select contractual service providers. 

 
Essential Functions/Responsibilities 
 
 A.  Administration 

1. Prepare and implement specific facility and program budgets within 
adopted guidelines. 

2. Research, analyze, review, recommend and interpret program fees and 
appropriate policies. 

3. Monitor and review appropriate financial reports.  
4. Develop and implement goals and objectives for assigned areas of 

responsibility. 
5. Purchase and maintain inventory of supplies and merchandise as 

required and within adopted guidelines. 
6. Attend professional educational training and remain informed on current 

trends and issues in related responsibilities. 
7. Prepare and present written and verbal reports as assigned. 
8. Perform all other duties as assigned. 
9. Work a flexible schedule, including weekends and holidays as needed. 
10. Work with communications and marketing to promote programs.   

 
 B. Personnel Management 

1. Direct supervision including recruitment, selection, hiring, training, 
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evaluation and dismissal according to policies of the designated 
positions. 

2. Conduct appropriate safety training for staff. 
3. Conduct appropriate customer service training for staff. 
4. Establish personnel quality control systems for ensuring customer 

satisfaction. 
5. Maintain accurate payroll and personnel records. 

 
 C. Planning 

1. Evaluate customer and community interests and assess needs; make 
recommendations on future programs. 

2. Plan and implement capital repairs and improvements for equipment 
according to adopted guidelines. 

3. Submit appropriate program reports as requested or as need requires. 
4. Develop and implement appropriate Master Plan objectives. 

 
 D. Program Management 

1. Research, plan, develop, implement and evaluate programs as proposed 
and approved. 

2. Prepare appropriate budget, marketing and staffing schedules. 
3. Develop new and innovative programs where need exists. 
4. Review and modify existing programs to meet current and future 

community needs. 
 
 E.  Public Relations 

1. Develop and maintain effective internal and external public relations 
with staff, customers, press (as needed), vendors, other agencies and 
the community. 

2. Maintain daily written and verbal communication with customers, staff, 
agencies, organizations and individuals. 

3. Encourage and maintain inter-departmental communications within the 
District through meetings and written correspondence. 

4. Develop and maintain high standards of quality for customer service. 
5. Handle community member’s questions, concerns, and suggestions. 

  
 F. Marketing 

1. Assists with the development of the PSS&WC & SFAC Business Plans. 
2. Assists with the development and implementation of effective marketing 

plans for programs. 
3. Evaluate and revise business/marketing plans on a regular basis. 
4. Prepare accurate and appropriate program information for seasonal 

brochures and other public information. 
 
 G. Safety, Health and Loss Control 

1. Support, promote and make recommendations regarding all safety, 
health and loss control policies as adopted by the park district. 

2. Be familiar with the Employee Safety Manual. 
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3. Be familiar with the safe operation of any equipment necessary in 
accomplishing required tasks. 

4. Responsible for providing all injury, illness and health information 
required by the Hoffman Estates Park District. 

 
Marginal Functions/Responsibilities 
 

1. Travel to various locations to observe the operation of programs, facilities 
and services. 

2. Communicate with residents, employees and vendors via telephone. 
3. Use a computer keyboard to develop plans, reports and correspondence. 

  
Physiological Considerations 
 

1. The employee must be able to spend up to 30% of working hours 
working on a computer. 

2. The employee must be able to drive to required meetings and workshops 
as well as to remote district facilities. 

3. The employee must be able to spend extended time working at a desk 
and/or handling telephone calls. 

 
Environmental Considerations 
 

1. The employee will perform responsibilities indoors and outdoors. 
2. Indoor considerations include lighting and temperature. 
3. Outdoor considerations include sun, inclement weather and temperature 

fluctuations. 
 
Cognitive Considerations 
 

1. The employee must be able to follow direction given by the supervisor 
and complete responsibilities as described. 

2. The employee must exhibit good analytical skills and problem solving 
ability in completing responsibilities. 

3. The employee must use good judgment. 
 
Psychological Considerations 
 

1. The employee must be able to handle questions, complaints and 
concerns from the public in a professional manner. 

2. The employee must be able to work with coworkers. 
3. The employee must be able to handle crisis situations. 
4. The employee must be able to respond to deadlines. 
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Requirements   
 

1. Certified Pool Operator or similar certification required within one year of 
hiring. 

2. Skills in supervisory techniques, leadership, program development. 
3. Ability to develop comprehensive programs for all ages. 
4. Ability to identify and interpret community needs and demographics, 

economic structure and interests in order to develop programs to meet 
these needs. 

5. Must have valid Illinois Driver’s License. 
6. CPR/AED First Aid Certification. 
7. Certified Leisure Professional status (preferred). 
 

 
Experience  
 

1. A minimum of two years programming and/or aquatic experience 
required. 

2. Preferred two years experience in account management, customer 
service, and/or sales in the wellness and fitness industry. 

 
Education  
 

1. Bachelor’s Degree required in Recreation, Park or Leisure Service 
Administration. 

 
 
 
 

Approved:     
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HOFFMAN ESTATES PARK DISTRICT – JOB DESCRIPTION 
SPONSORSHIP COORDINATOR 

FLSA CLASSIFICATION:  EXEMPT 
Full-Time/IMRF Eligible 

 
 

Position Function/Summary 
 
Promote, advertise, and generate revenue for the Hoffman Estates Park District 
by negotiating and securing mutually beneficial partnerships, grants, 
sponsorships, in-kind or cash donations, and advertising in HEPD media.  
 

Supervision Received 
 
Work is performed under the direct supervision of the Director of Administration 
and Finance. 
 

Supervision Exercised 
 
Supervision of contractual services and vendors as it pertains to corporate 
agreements.  
 

Essential Functions/Responsibilities 
 
A. Administration – Park District 
 

1. Generate revenue from sales of advertisement space on the HEPD 
marquis signs. 

2. Generate advertising revenue in all forms of District media by marketing 
all District assets, including but not limited to: programs, facilities, 
memberships, and special events. 

3. Create HEPD standards for corporate sponsorships, and donations; 
establish sponsorship valuation criteria for Park District assets and 
opportunities in keeping with the Park District’s mission, goals and 
objectives. 

4. Identify, write, and or coordinate grant submissions as appropriate.  
5. Identify potential corporate partners at the local, regional, or national 

levels; develop and execute a systematic methodology to establish 
mutually beneficial relationships with them, including bartering of services.  

6. Develop Corporate Relations presentation packet to be used for securing 
and negotiating corporate sponsorship, donation and partnership 
agreements.  

7. Negotiate, implement, and manage corporate agreements for 
sponsorships, advertising commitments, and other partnership 
opportunities, in conjunction with HEPD legal, business, and other 
appropriate program staff. This includes but is not limited to coordination 
of payment schedule, marketing/pr commitments, and other partner 
benefits. 
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8. Create HEPD standards for corporate relations reports and recognition for 
sponsorships, donations, and partnerships.  

9. Maximize return on investment for both Corporate Partners and HEPD by 
identifying mutual goals and audiences, and hosting sponsor summit 
meetings and workshops.  

10. Represent and protect the interests of HEPD in regards to, but not limited 
to, agreements with intergovernmental, affiliate, event rentals, and 
food/beverage.  

11. Educate, train, and provide resources to key staff for purposes of securing 
sponsorships or donations for pre-determined Park District events, 
programs, and/or activities.  

12. Prepare long-range sponsorship/donation plan for HEPD, and set annual 
objectives, budget, and revenue projections in coordination with annual 
budget and plan. Oversee and approve expenditures pertaining to 
sponsorship/partnership agreements. 

13. Attend and promote Districtwide special events. 
14. Act as a professional/courteous representative of HEPD within the 

community. 
 

Marginal Functions/Responsibilities 
 
A.  Administration 
 

1. Attends and/or participates in local Chamber and community events. 
2. Performs additional Park District duties as assigned. 
3. Stay current on fundraising, sponsorship, and corporate partnership 

trends through educational training, workshops, and reading. 
 
B.  Safety, Health, and Loss Control 
 

1. Support, promote and make recommendations regarding all safety, 
health and loss control policies as adopted by the Park District. 

2. Be familiar with the Employee Safety Manual. 
3. Be familiar with the safe operation of any equipment necessary in 

accomplishing required tasks. 
4. Support and promote all safety and loss control policies adopted by the 

district and assist in ensuring the safety of employees, customers and 
property. 

5. Responsible for providing all injury, illness and health information 
required by the Hoffman Estates Park District in its effort to assign 
tasks within an individual’s capacity to prevent potential injury/illness. 

6. Responsible for notification of injury or illness relating to a task 
assignment as described with the Employee Safety Manual. 

7. Travel to various locations to observe the operation of programs, 
facilities and services. 

8. Communicate with residents, employees and vendors via telephone, 
email, and social media. 
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9. Use computer/keyboard, as well as other technological equipment 
necessary to perform duties assigned. 

 
C. Customer Service Responsibilities 
 

 1. Staff will greet all visitors, customers, and business acquaintances in a 
friendly manner. 

 2. Staff will be courteous at all times. 
 3. Voice mailbox and e-mail will be checked daily and messages will be 

returned within 24-hours. 
 4. Staff will provide the customers with accurate information in all park 

district communications. 
 
Psychological Considerations   
 

1. Must be able to handle questions, complaints and concerns from the 
public in a professional manner. 

2. Must be able to work/collaborate with coworkers. 
3. Must be able to manage multiple tasks and deadlines. 

 
Physiological Considerations   
 

1. Must be able to spend extended periods of time at a desk on the 
computer. 

2. Must be able to drive to required meetings and workshops as well as to 
remote district facilities. 

3. Must be able to spend extended time working at a desk and/or 
handling telephone calls. 

4. Must have excellent writing, editing, and proofreading skills.  
5. Must be able to spend extended periods of time traveling to local 

businesses and establishments to further the goals of this position and 
the District 

 
Cognitive Considerations   
 

1. Must be able to follow directions given by direct supervisor, as well as 
facilitate communication with all District staff, including but not limited 
to division directors, general managers, and superintendents. 

2. Must exhibit good analytical skills and problem-solving ability in 
completing responsibilities. 

3. Must use good judgment. 
 
Requirements 
   

1. Skill in oral and written communications. 
2. Skill in supervisory techniques and management. 
3. Knowledge of budget and fiscal accountability. 
4. Must have valid Driver’s License and insurance.  
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5. Expected to work 40 hours per week, with additional hours, including 
nights and weekends, when necessary. 

 
Experience   
 

1. The employee must have at least 3 years experience in fund 
development, sales/marketing, public relations or a related field. 

2. Experience/knowledge of PowerPoint, Word, Excel, as well as 
Apple/Mac computers.  

3. Experience in advertising or marketing with proven ability to generate 
income/sales. 

 
Education 
 

1. Bachelor’s Degree in Communications, Marketing, Public Relations, 
or related field preferred. 

2. High School Diploma required. 
 
 
 

Board Approved _______________________  
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