Truman State University Intramural Recreational Sports
Job Description

Job Title:  Truman State University Campus Recreation Intern
Department:
Truman State University Campus Recreation
Reports to:  Director Intramural Recreational Sports

Salary:  Open
SUMMARY

Hired person(s) shall serve as an assistant to the Director of Intramural Recreational Sports and will be able to operate within the Campus Recreation Department.

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Supervise and assist in intramural activities

· Assist director in administration of activities

· Assist with scheduling of activities

· Build leagues and tournaments for activities

· Assist with scheduling of intramural staff
· Assist with scheduling of intramural calendar

· Assist with interviewing and hiring of intramural staff

· Assist with budget requisitions and records

· Attend all staff clinics and meetings

· Officiate intramural events

· Assist with training and mentoring of intramural officials
· Assist with website management 

· Assist with Truman Week activities

ADDITIONAL DEVELOPMENT OPPORTUNITIES 
· Assist in implementation of risk management procedures for Student Recreation Center
· Assist with other professional staff with specific programs 

· Help promote Campus Recreation Programs (Visit Day, Activities Fair)
· Assist with planning of staff in-service training

· Develop Blackboard training tools

· Research and assessment

· Develop educational materials that may include bulletin boards, handouts, mailings, and pamphlets

· Attend campus committee meetings such as Activities cluster, MOPIP, Diversity cluster, Director’s Meeting, Benefits Meeting or Wellness Meeting

· Others as assigned or developed by intern
SUPERVISORY RESPONSIBILITIES

· Supervise all intramural activities
· Supervise weight room desk and weight room staff
· Supervise member services desk and member services staff
· Supervise fitness instructors staff
· Supervise personal trainers
QUALIFICATIONS/EXPERIENCE

· Meet internship requirements in accordance with providing institution

· Junior or Senior status
· Two years experience within a campus recreation setting preferred

· One year experience within a campus recreations setting required

· Sport officiating experience preferred

· Excellent oral and written communication skills

· Computer knowledge in excel, word required

· Computer knowledge in front page, EZ league tournament builder preferred
· Blackboard experience preferred

CERTICATES/LICENCES/REGISTRATIONS

· CPR/AED/First Aid certification preferred (must obtain within first month of employment)

· Registered Sports Official preferred
