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Recreation Leader IV (part-time, temporary) 
$13.52-$16.43 per hour  (Open until filled) 

 
The Position: Under the direction of the Senior Center Supervisor or Recreation Coordinator, 
the Recreation Leader IV serves as the liaison between the congregate and home delivered meal 
contractor(s) and Senior Center Staff.  The Recreation Leader IV will also coordinate and 
integrate the lunch program with Center activities and services, including holiday festivities, 
birthday parties and other special events.   Basic duties include:  

• Supervision of marketing for the Sage Café lunch program 
• Maintain Alameda County Health Department standards and customer service indicators   

for Open Heart Kitchen, Center staff and volunteers  
• Development of monthly lunch time activities or events  
• Coordination of daily/weekly meal registration processes  
• Assistance with recruitment and supervision of volunteers in the congregate meal 

program  
 
Typical Duties 

• Primary liaison between congregate and home delivered meals and Senior Center staff, 
including the update of the any City contract and/or space agreements  

• Oversee marketing efforts including news releases, development of monthly menus, 
flyers, brochures, website, etc.  

• Recruit and coordinate congregate lunch program volunteers   
• Create and maintain efficient lunch registration processes  
• Serve as liaison between Open Heart Kitchen and the Pleasanton VIP Senior Club and 

coordinate food needs for their lunch socials 2x a month  
• Maintain lunch ticket inventory 
• Develop and implement participant surveys 
• Supervise and evaluate monthly statistical information to be used as part of Senior Center 

performance measures 
• Oversee kitchen maintenance to remain in compliance with Alameda County Health 

Department standards  
• Maintain inventory supplies including cleaning supplies, food preparation equipment and 

daily dining ware, etc. 
• Liaison with Facility Rental staff to monitor needs, review conditions after evening or   

weekend events  
• Assist staff with special event food needs 
• Acts as City representative in the absence of supervisor 
• Assist Community Services Department staff with food handling needs or services on an 

as needed basis 
 



 

\\pleasdata\users\cquigley\Documents\Sr Ctr Rec Leader IV 2014.doc 

The Recreation Leader IV works five days a week, Monday thru Friday (and occasional special 
events) for 4 hours a day.  
 
The ideal candidate will have:  
• An experienced level of knowledge, skills and abilities in senior recreation, social and or 

meal program area 
• Excellent customer service skills, excellent written and oral communication skills, a 

professional appearance and demeanor, and training skills   
• A combination of coursework, work experience, certifications and/or licenses applicable to 

seniors/gerontology 
• Excellent organizational skills   
• Proficient in Word, Excel and PowerPoint software programs    
• Ability to work independently with minimal indirect supervision.   
• Experience in emergency procedures and safety protocols 
• Possess a ServSafe® Food Management Certificate (or complete the ServSafe® certificate 

program within the first year of hire)   
 
This is a part-time, temporary position.  The selected employees cannot work more than 1000 
hours in a fiscal year. CPR and First Aid certification are preferred. A TB is required prior to 
starting employment with the City.   
 
The Selection Process:  Applications will be reviewed as they are received.  The most qualified 
applicants will be invited for an interview.  A reference check will be conducted prior to making 
an offer.   
 
Prior to starting employment, the selected applicants must provide a copy of a certificate 
showing that he/she has undergone and successfully cleared a tuberculosis test within the past 
two years, or undergo a tuberculosis test arranged by the City.  Applicants selected for the 
positions will be required to undergo and successfully pass fingerprint checks by the City prior to 
starting employment.   
 
If you are interested in these positions, please complete the City Application available at 
http://www.ci.pleasanton.ca.us/services/employment/ 
 
If you have questions about this position, you may contact Raymond Figueroa, Recreation 
Coordinator at rfigueroa@cityofpleasantonca.gov (925) 931-5366.   
 
The Division:  The Youth and Human Services Division includes early childhood education 
programs; Gingerbread Preschool; teen programs and activities; Recreational Activities for the 
Developmentally Disabled (RADD); Senior programs and Pleasanton Paratransit Services. 
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