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Growth-oriented and ready to succeed? The City of Wentzville is ready for more adventurers to

Join Our Team!
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The successful candidate will be a master multitasker with excellent organizational and communication skills and will promote the
positive, enthusiastic and cooperative work environment Wentzville Parks and Recreation strives to provide. Don’t miss this chance to
join a passionate, growing team!

General Responsibilities

Under general supervision, participates in the administrative functions of the Department; including, but not limited to coordinating
and maintaining the central registration/reservation system for the Department’s recreational facilities; assisting in the
implementation, maintenance, training and technical assistance related to the Department’s website and computer software programs
and applications; and assisting with the planning and execution of the financial processes within the Department.

Qualifications

Requires Bachelor’s degree in Public Administration, Business Administration, Computer Science, Management Information Systems or
a closely related field.

Minimum of two (2) years of increasingly responsible, related work experience.

First-aid/CPR certification required within 90 days of hire.

Prior cash handling experience is desired.

Prior technical support experience in the day-to-day operation of specialized software applications desired.

Valid driver’s license required.
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= =0 Please apply online at: www.wentzvillemo.gov. Only qualified individuals
being considered will be contacted for an interview. The City of Wentzville is
an Equal Opportunity Employer and participates in E-Verify.
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	Job Title: Administrative Support Coordinator 
	Job Description: Wentzville Parks & Recreation is seeking an experienced, energetic individual with strong computer skills and the desire for continued growth and learning to join our dynamic Administrative team. As an Administrative Support Coordinator, you will serve as the point person for the Department’s recreation software system (RecTrac) and a variety of other software and hardware matters. Ideal candidates are motivated to revamp current processes, automate current paper based systems and train staff on technical procedures. The successful candidate will be a master multitasker with excellent organizational and communication skills and will promote the positive, enthusiastic and cooperative work environment Wentzville Parks and Recreation strives to provide. Don’t miss this chance to join a passionate, growing team!  
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	Qualifications: Requires Bachelor’s degree in Public Administration, Business Administration, Computer Science, Management Information Systems or a closely related field.
Minimum of two (2) years of increasingly responsible, related work experience.
First-aid/CPR certification required within 90 days of hire. 
Prior cash handling experience is desired.
Prior technical support experience in the day-to-day operation of specialized software applications desired.
Valid driver’s license required.
 


