
 
Fitness Coordinator  

Part-Time 
Job Description 

 
Function 
The Fitness Coordinator is responsible for the planning, organization, and management of the 
District’s fitness programs, B-Fit Center, Group-X, personal training, traverse climbing wall, 
youth ninja course, and other related activities. 
 
Immediate Supervisor 
The Fitness Coordinator shall report directly to the Manager of Facilities & Recreation. 
 
Qualifications 
Possess a strong interest in Health and Fitness and a bachelor’s degree in related field 
(preferred). Previous experience supervising and/or instructing group fitness. Personal training 
experience preferred. At least one nationally recognized fitness instructor certification required. 
Personal trainer certification preferred (personal trainers must have obtained a certification 
through a nationally accredited organization such as ACSM, NASM or ACE. Ability to attain 
Silver Sneakers certification. CPR, AED & First Aid certification through the Park District 
required within three months of hire. 
 
Knowledge and previous experience in the area of fitness and exercise. 
 
Knowledge of, or ability to learn, Vermont Systems (RecTrac) software. 
 
Ability to hire, train and supervise staff to result in quality programs. 
 
Possess the ability to run effective fitness programs. 
 
Knowledge of budgeting practices, and the ability to comprehend and determine these budgets 
for assigned program areas. 
 
Ability to work effectively with volunteers, full-time, part-time, and administrative staff to reach 
the goals of the District. 
 
Ability to work with the public in an effective manner. 
 
Ability to effectively communicate both orally and in writing. 
 
 
Essential Functions 
Communicate with the Manager of Facilities & Recreation on issues that are related to the 
Fitness Coordinator. This includes programming, public relations, budgets, disciplinary action 
toward staff, volunteers, or participants. 
 
Effectively offer programs to all ages that are beneficial, and health and fitness oriented. 
 
Prepare written documents for internal and external use. 
 
Communicate verbally, digitally and in writing. 
 
Proficient computer skills. 
 
Develop and implement quality fitness programs that meet the needs of the public as well as the 
long- and short-term goals of the District. 
 
Hire, supervise and train part-time employees to provide quality programs in a safe atmosphere 
for both participants and staff. 



 
 
Develop, manage, and coordinate Group-X and a variety of fitness programs for all ages. 
 
Develop, manage, and coordinate all aspects of the traverse climbing wall and Ninja course. 
 
Develop, manage, and coordinate creative special events and activities that motivate and 
inspire members and participants to strive for a healthy lifestyle. 
 
Instruct fitness programs and Group-X programs as needed. 
 
Develop, manage, and coordinate the B-Fit Center. 
 
Perform cleaning and maintenance of B-Fit and Group-X as needed. 
 
Orient and train B-Fit members on the proper use of equipment in the B-Fit Center. 
 
Conduct personal training sessions as needed. 
 
Continually identify nationwide and local trends in the areas of fitness, health, exercise, and 
personal training. Develop and implement similar programs and opportunities for District 
residents, participants, and members. 
 
Prepare and submit promotional material for assigned program areas for the seasonal brochure, 
flyers, and website. 
 
Prepare and maintain budgets for assigned program areas that are cost effective and meet the 
monetary goals of the Park District. 
 
Practice exceptional customer service that promotes a positive image of the Park District. 
 
Continually evaluate programs and facilities to ensure the needs of the public and the goals of 
the Park District are being met. 
 
Develop detailed reports and analyses and make recommendations for continuous improvement 
and program and facility changes. 
 
Maintain a working knowledge of all general and departmental-specific safety rules. 
 
Properly orient new employees. Provide thorough job instruction training and in-service training 
to current employees. 
 
Exhibit and encourage CHARACTER COUNTS! in the workplace and District programs and 
facilities. 
 
Actively support the safety program and related programs including following/enforcing safety 
rules, reporting accidents and injuries, and developing ideas for the prevention of future 
incidents. 
 
Follow Bloomingdale Park District guidelines, policies and procedures. 
 
Assist during major emergencies and familiarize with evacuation plans.  
 
Attend staff trainings and meetings.  
 
 
 
 
 



 
Marginal Functions 
Assist in other programming areas that are not directly related to the Fitness Coordinator’s 
assigned responsibilities. 
 
Continually develop as a professional, attending workshops and networking with other 
professionals that will help promote new innovative programming ideas. 
 
Perform other duties as assigned by the Manager of Facilities & Recreation. 
 
Hours of Work and Compensation 
The position of Fitness Coordinator is a part-time position and shall be paid every two weeks at 
an agreed upon hourly wage. This position is classified as a non-exempt employee status and 
will work approximately 10-20 hours per week. Hours will vary week to week and season to 
season. Evening, early AM, daytime and weekend hours will be expected. The starting hourly 
wage for this position is $22/hour DOQ. 
 
Psychological Considerations 
The Fitness Coordinator may feel pressure from long hours, needs from staff, patrons, and 
volunteers. The Fitness Coordinator may feel additional pressure from having to meet deadlines 
and coordinating part-time staff. The Fitness Coordinator must be highly organized and have the 
ability to prioritize projects and handle several projects at the same time. 
 
Physiological Considerations 
The Fitness Coordinator must expect to work prolonged hours, some of which may include long 
periods of time on his/her feet, lifting or moving supplies and equipment. Primarily indoor fitness 
environment with exposure to varying temperature and surfaces. The position requires 
cardiovascular fitness and adequate muscle strength for pushing, pulling, lifting, and 
participation in continuous aerobic activity for a minimum of one hour at a time. Work with a 
variety of equipment including, but not limited to elastic bands, TRX, dumb bells, mats, climbing 
wall, ninja equipment, cardio equipment, machines, and weights. This position is both an office 
and physical one. 
 
Environmental Considerations 
The Fitness Coordinator may be exposed to outdoor elements while driving to/from or 
supervising outdoor activities. Prolonged hours with exposure to sun, heat, rain, snow, or other 
natural elements should be expected. When involved with programs that are held indoors, the 
Fitness Coordinator may be exposed to conditions such as lighting and temperature. 
 
Cognitive Considerations 
The Fitness Coordinator must possess both the ability to carry out instructions given by the 
Manager of Facilities & Recreation and think quickly and make decisive action on his/her own. 
The Fitness Coordinator must have the ability to present ideas and recommendations in a clear 
and concise manner both orally and in writing. The Fitness Coordinator must exhibit good 
problem-solving skills and good judgment in keeping with the mission of the Park District. 
 
 
7/22/21 sv 


