
 

 
 

Job Announcement 
Job Title:  Sports, Rec, & Leagues 
Coordinator 
 

  
OPENING DATE:  April 24, 2017  SALARY:  $12.00 to $13.50 per hour, DOE  
CLOSING DATE:  Open Until Filled  STATUS:  Non-exempt; FT Benefits Eligible 
SCHEDULE:  Sunday through Thursday, 2 p.m. to 10 p.m.  
               
 
The MJCC is proud to offer a variety of Sports and Recreation programs to our members and 
guests. Our facilities include a climate controlled heat and air conditioned Sportsplex as well as a 
full gymnasium. Among the most popular programs are the adult and youth soccer leagues serving 
135 different soccer teams from all around the Greater Portland area. We currently have an 
exciting opportunity for a Sports, Rec, & Leagues Coordinator. The MJCC is open to everyone!  
 
The Sports, Recreation, and Leagues Coordinator works under the direction of the Camps, Sports & 
Recreation Manager. This position coordinates all MJCC sports leagues, including youth and adult 
soccer, provides Sportsplex supervision, and teaches sports and recreation activities and classes.  
 
ESSENTIAL FUNCTIONS:  
 

1. Coordinate League schedule for adult and youth soccer teams. Create league schedule and 
communicate times and dates with team captains and referees. 

 
2. Teach a variety of youth sports classes (ages 3-14) that may include soccer, basketball, 

baseball, tennis or golf according to prepared plan. Lead warm-ups, drills, and scrimmages, 
as appropriate to the sport.  Encourage and support children in participating at the level of 
their abilities, with focus on safety, fun, and skill building.  Prepare equipment as needed.  
Maintain class roster and any associated class records; ensure that all participants are 
registered. Coordinate escorting of PJA aftercare students to MJCC sport and rec classes. 

 
3. Manage Sportsplex operations as directed by the Manager.  Manage rental inquiries and 

schedule of Sportsplex calendar. Supervise Sportsplex facility use; ensure the proper and 
safe use of facility equipment; enforce facility rules and policies.  Set up and move 
equipment as needed; ensure that equipment is properly maintained and is in safe working 
condition.  Report hazards and unsafe conditions. 

 
4. Work side by side with our referee scheduler to ensure scores are reported on time, referees 

are scheduled appropriately for all matches, and complaints or issues are dealt in a timely 
manner.  

 
5. Ensure team payments, player cards, and referee finances are tracked and collected in an 

appropriate manner. 
 

6. Incumbent may be called to facilitate vacation day camps throughout the year. 



 

 
7. Incumbent may assist with duties of Sports, Camp and Rec Manager during any scheduled or 

unscheduled absences. 
 

 
QUALIFICATIONS: Any combination of experience and training that demonstrates the ability to 
perform the duties of the position.  This would typically include: 
 
 One year of relevant experience (e.g. leagues, intramurals, coaching) in a sports or camp setting  
 Previous experience working with children 
 Responsible work experience in an administrative role that demonstrates the ability to 

effectively use Microsoft office applications, maintain records, compose forms and reports, and 
operate standard office machines. 

 Experience working with databases 
 Demonstrated expertise in a variety of indoor and field sports 
 Ability to work independently 
 Ability to remain flexible and adapt to program needs 
 Ability to learn CSI program 
 Ability to provide excellent customer service including the ability to work well with participants 

and their family members and respond promptly to inquiries from participants and their families  
 Current certification in First Aid, CPR and AED 
 Strong attention to detail 
 
PHYSICAL REQUIREMENTS AND WORKING CONDITIONS:   

 Duties are performed in a Sportsplex center, field or gymnasium environment that is often 
noisy and full of people.   

 Duties require the ability to remain alert and watchful. 
 Duties may require the ability to lift up to 35 pounds in order to set up and move equipment. 

 Duties require the ability to demonstrate sports and activity movements, and the proper and 
safe use of equipment.  This typically involves the stamina to exercise vigorously, as well as 
pushing, pulling, reaching, gripping, bending, stooping, running and walking. 

 Normal-range acuity in vision and hearing is required. 
 Duties may require daily precise control of fingers and hand movements while seated at a 

desk operating a computer keyboard, sometimes for extended periods. 
 
Incumbents must wear staff shirt and black shorts or pants at all times while on duty.  
 
TO APPLY:  Obtain an application from the Mittleman Jewish Community Center, 6651 SW Capitol 
Highway, Portland, OR 97219, 503-244-0111; or at our website: www.oregonjcc.org.  A signed, 
completed application is required. Please return your application materials to the attention of the 
MJCC Human Resources Office at the address noted above.  MJCC is an Equal Opportunity 
Employer. 
 
 

http://www.oregonjcc.org/

