
January 25, 2021 

7:00 p.m. - Committee Meeting  

7:30 p.m. - Regular Board Meeting 

PUBLIC NOTICE IS HEREBY GIVEN that the Board of Park Commissioners of the Mundelein Park 
& Recreation District, Lake County, Illinois (the “Park Board”) will hold a Committee Meeting 
of the Park Board on the 25th day of January, 2021, at 7:00 o’clock p.m., virtually. 

Due to the COVID-19 pandemic and state guidelines/restrictions, this meeting will be held 
virtually through Zoom.  All are welcome but for security reasons, the link to the meeting and 
password is available by emailing the Executive Director Ron Salski at 
rsalski@mundeleinparks.org or calling 847-388-5460. 

The Agenda for the Meeting is as follows:  

Call to Order: 

Roll Call:   Dolan, Frasier, Knudson, McGrath, Ortega 

Updates 
1. Recreation Advisory Committee
2. Agreement with RUSH Physical Therapy
3. New Marquee Signage

Action Items – Regular Board Meeting 
1. Approve of Job Descriptions
2. Approve of Organizational Chart
3. Approve of Program Brochure Bid
4. Approve of New Marquee Signage Bid
5. Approve of Personnel Policy Manual – Section 10.3 Wellness Incentive Program - Revision

Visitors

Adjournment 

mailto:rsalski@mundeleinparks.org


Rules for Public Comment: 

A. At the start of the period for public comment the board President or acting chairperson
will advise the public:
1. The amount of time permitted for public comment;
2. That all speakers state their name and addresses before addressing the Board;
3. To avoid repetitive comments, testimony and general questions; and
4. To appoint only one person to speak on behalf of a group.

B. Each person will be permitted to speak one time only, unless the President determines
that allowing a speaker to address the Board again will contribute new testimony or
evidence germane to an issue on the agenda for that meeting.

C. Unless a representative spokesperson is appointed in the manner described in rule D, all
comments from the public will be limited to no more than three (3) minutes per person.

D. Groups may register a representative spokesperson by filing an appearance form no later
than one (1) hour in advance of a meeting. The appearance form must designate (i) the
number of people the designee represents for the purpose of making public comment; (ii)
the subject matter of the public comments; and (iii) whether the subject begin represented
by a group spokesperson shall be deemed to have waived their opportunity to speak
independently unless the President determines that allowing such a speaker to address the
Board will contribute new testimony or evidence germane to an issue on the agenda for
that meeting.
1. A representative spokesperson who timely files a complete appearance form to speak

on a matter germane to the agenda shall be permitted to speak for three (3) minutes
for each person being represented, up to a maximum of fifteen (15) minutes.

2. A representative spokesperson who timely files a complete appearance form to speak
on a matter not germane to the agenda shall be permitted to speak for three (3)
minutes for each person being represented, up to a maximum of nine (9) minutes.

E. The Board shall not respond to questions posed during public comment. All questions
shall be recorded by the Board Secretary and a response shall be presented either during
the next regular Board meeting or in writing before such meeting.

F. All commends must be civil in nature Any person who engages in threatening, slanderous
or disorderly behavior when addressing the Board shall be deemed out-of-order by the
presiding officer and his or her time to address the Board at said meeting shall end.

Approved 4/14/2014 Board Meeting 



BOARD MEMORANDUM 

January 25, 2021 Committee Meeting Topics 

Recreation Advisory Committee  
The Recreation Advisory Committee consists of a group of community volunteers who give feedback 
and make recommendations regarding Recreation Department programs, facilities and services.  
During the December, 2020 meeting, Recreation Advisory Committee members discussed the 
opportunities to improve his/her knowledge of Park District services and evaluate properly.  An idea 
was presented to consider allowing program and facility discounts and passes in order to meet 
committee responsibilities. 

Staff is supportive and recommends allowing limited but effective opportunities for Recreation 
Advisory Committee members to improve knowledge and evaluate more effectively. Staff seeks the 
approval and adoption by the Board of Commissioners at the February 8 Regular Board Meeting.  The 
following would be provided to Recreation Advisory Committee members if he/she meets specific 
criteria. 

Aquatic Passes 
• Four Barefoot Bay Aquatic Center single day passes.
• Four Diamond Lake Beach single day passes.

Golf 
• Two rounds per year of non-prime time golf with cart, volunteer only.

Fitness 
• Four Health & Fitness Center single day passes.

Recreation Programs/Group Lessons 
• One free recreation program or discount, maximum benefit of $50.00.

Regent Center 
• Complimentary annual Regent Membership, volunteer only.

Staff is seeking input on the information in order to finalize a policy for consideration of approval on at 
the February 8 Regular Board Meeting. 
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Agreement with RUSH Physical Therapy 
Select Medical Corporation announced a joint venture with Rush University System for Health 
(RUSH) to manage operations of a critical illness recovery hospital, inpatient rehabilitation hospital 
and 63 physical therapy centers.  Select Medical will serve as both the majority owner and managing 
partner.  Under the agreement, the combined outpatient rehabilitation centers contributed to the joint 
venture include NovaCare Rehabilitation, Select Physical Therapy and Michiana Orthopedic & Sports 
Physical Therapy locations from Select Medical, as well as the Rush Rehabilitation center.  All 63 
outpatient centers are rebranded as RUSH Physical Therapy. 
 
Executive Director Salski and staff have been meeting with RUSH Physical Therapy representatives to 
review the existing agreement and impacts.  Currently, the Fitness Center’s official name is NovaCare 
Fitness Center and with the name change, a rebranded must be finalized.   
 
Over the past several months, Executive Director Salski and staff have been trying to find ways to 
retain the Park and Recreation District’s identity while meeting the agreement.  Through the evaluation 
process, Executive Director Salski and RUSH Physical Therapy representatives had different 
interpretations of the naming rights agreement in particular the language with the use of “building.”  
Plus, RUSH Physical Therapy representatives stated the fitness center would be required to use the full 
name, RUSH Physical Therapy Fitness Center, unless other options are presented.   
 
Executive Director Salski and staff felt the Fitness Center and RUSH Physical Therapy did not meet 
specific goals and problem solved finding options to meet the intent, “spirit” and objectives of the 
original agreement.  Multiple meetings were held and Executive Director Salski and staff developed a 
win-win approach.  See attached.   
 
Executive Director Salski, staff and RUSH Physical Therapy representatives are extremely supportive 
with the option attached.  It is important for the Board to gain consensus in order to begin drafting 
more detailed language in the agreement.    
 
New Marquee Signage  
The current marquee is 16 years old and been experiencing significant technical issues.  The digital 
board has outdated technology and near its useful life such as: 

• District is unable to put the whole phone number or website on a line because the pixel pitch is 
too large. 

• District cannot put images on to have a branded message. For example, on a new board, it can 
match the banners of the website and social media. 

• Existing software limits scheduling.  The District cannot easily schedule the software to start 
and stop a message or indicate which message should show up more than another. 

• Lack of clear messages. 
• The outdated electronic board has a limited number of characters that can be displayed at any 

time. This means that a message might take three screens and thus a viewer does not get the 
entire message. 

In order to add/change content, a service call is required and costs $310 each time.  With the number of 
changes (2-3 per month), this means that there is either out-of-date information.  Or, it requires 
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spending significant expenses to continually update which is done on the contractor’s availability, not 
the district’s timeline.  

Due to these issues, staff began researching options and pricing in 2019 with the assistance of an 
Architect.  In May, 2020, Executive Director Salski made a decision to retain a different Architect and 
authorized Jeff Braun, Cody Braun, to assist with design, bidding and project oversight.   

Key aspects of a new digital board include: 

• Wider Screen
• Higher Resolution
• Wireless technology and not relying on buried optic cable.

Marketing Manager Lawrence, Jeff Braun and Executive Director Salski started to visit and research 
other marquees to gain ideas.  Designs were developed to achieve a modern with earth tone colors with 
technology that can be changed from multiple locations.  There were three marquee designs and 
attached design is the recommended design.  Additionally, digital boards and specs were developed to 
meet graphics and future capabilities.  The current digital board is 44” x 112” (3’8” x 9’4”).   

A bid packet was developed and advertised.  Some key details are below: 

• New digital board with dimensions of 3’5” x 10’3”.
• Alternate was included in case the concrete base is damaged and retaining wall requires

replacement.
• Building and Grounds Department will demo the existing marquee.

Action Items – Regular Board Meeting 
1. Approve of Job Descriptions
2. Approve of Organizational Chart
3. Approve of Program Brochure Bid
4. Approve of New Marquee Signage Bid
5. Approve of Personnel Policy Manual – Section 10.3 Wellness Incentive Program - Revision









 

 

      

REGULAR BOARD MEETING 
January 25, 2021 

7:30 pm 
 

PUBLIC NOTICE IS HEREBY GIVEN that the Board of Park Commissioners of the Mundelein Park & 
Recreation District, Lake County, Illinois (the “Park Board”) will hold a Regular Board meeting of the Park 
Board on the 25th day of January, 2021, at 7:30 o’clock p.m., virtually. 
 
Due to the COVID-19 pandemic and state guidelines/restrictions, this meeting will be held virtually 

through Zoom.  All are welcome but for security reasons, the link to the meeting and password is 
available by emailing the Executive Director Ron Salski at rsalski@mundeleinparks.org or  

by calling 847-388-5460. 
 

 

AGENDA 
Call to Order: 
 
Pledge of Allegiance: 
 
Roll Call:          Dolan, Frasier, Knudson, McGrath, Ortega 
 
Approval of Minutes:  Committee Meeting 01-11-21, Regular Meeting 01-11-21 

 
Approval of Disbursements:  Warrants 011421, 012221, and 012521 = $393,947.19 
 
Financials: December 
 
Police Report:  December 
 
Correspondence:  None 
 
Old Business:   None 
     
New Business:  1.   Approve of Job Descriptions 

2. Approve of Organizational Chart 
3. Approve of Program Brochure Bid 
4. Approve of New Marquee Signage Bid 
5. Approve of Personnel Policy Manual – Section 10.3 Wellness Incentive Program 

- Revision 
 

Board Business:  
 
Staff Reports:  
 
Service Anniversaries:  Cheri Rehor, 19; Marcus Kivisto, 8; Linda Renz, 9; Nina Bye, 2, Lety Ellsworth, 2 
 
 
 

mailto:rsalski@mundeleinparks.org


 
 
Executive Session:  Personnel 5 ILCS 120/2 (c)(1); 

Purchase or Lease of Real Estate 5 ILCS 120/2 (c)(5); Imminent or  
Collective Bargaining or Salary Schedules 5 ILCS 120/2(c)(2)  

 
Action on Items Discussed in Executive Session, if Necessary 
  
Visitors 
  
Adjournment 
 

Rules for Public Comment: 

A. At the start of the period for public comment the board President or acting chairperson will 
advise the public: 
1. The amount of time permitted for public comment; 
2. That all speakers state their name and addresses before addressing the Board;  
3. To avoid repetitive comments, testimony and general questions; and 
4. To appoint only one person to speak on behalf of a group. 

B. Each person will be permitted to speak one time only, unless the President determines that 
allowing a speaker to address the Board again will contribute new testimony or evidence 
germane to an issue on the agenda for that meeting. 

C. Unless a representative spokesperson is appointed in the manner described in rule D, all 
comments from the public will be limited to no more than three (3) minutes per person. 

D. Groups may register a representative spokesperson by filing an appearance form no later 
than one (1) hour in advance of a meeting. The appearance form must designate (i) the 
number of people the designee represents for the purpose of making public comment; (ii) the 
subject matter of the public comments; and (iii) whether the subject begin represented by a 
group spokesperson shall be deemed to have waived their opportunity to speak 
independently unless the President determines that allowing such a speaker to address the 
Board will contribute new testimony or evidence germane to an issue on the agenda for that 
meeting. 
1. A representative spokesperson who timely files a complete appearance form to speak on 

a matter germane to the agenda shall be permitted to speak for three (3) minutes for each 
person being represented, up to a maximum of fifteen (15) minutes. 

2. A representative spokesperson who timely files a complete appearance form to speak on 
a matter not germane to the agenda shall be permitted to speak for three (3) minutes for 
each person being represented, up to a maximum of nine (9) minutes. 

E. The Board shall not respond to questions posed during public comment. All questions shall 
be recorded by the Board Secretary and a response shall be presented either during the next 
regular Board meeting or in writing before such meeting. 

F. All commends must be civil in nature Any person who engages in threatening, slanderous or 
disorderly behavior when addressing the Board shall be deemed out-of-order by the 
presiding officer and his or her time to address the Board at said meeting shall end. 
 

Approved 4/14/2014 Board Meeting 

 



MINUTES 
Mundelein Park & Recreation District 

Committee of the Whole 
January 11, 2021 

______________________________________________________________________________ 

The Committee of the Whole meeting of the Board of Park Commissioners of the Mundelein 
Park and Recreation District was called to order at 7:00 p.m.  Due to COVID-19, the meeting 
was held via Zoom and if anyone was interested in receiving the audio, he/she can contact Ron 
Salski, Executive Director at 847-388-5460.   

Present were Commissioners DOLAN, FRASIER, KNUDSON, McGRATH and ORTEGA.  

Staff present included Executive Director SALSKI. 

Executive Director SALSKI presented an update about the TIF IV - Oak Creek/Townline Road 
Redevelopment Project Area (TIF IV) being considered by the Village of Mundelein.  He stated 
the “draft” document shared months ago was the plan moving forward which has support by the 
Village of Mundelein Board.  Executive Director SALSKI stated that he spoke with Village staff 
expressing concerns about adding residential after the plan is finalized.  The Joint Review Board 
will be looking for support from all government agencies impacted by the TIF IV in February 
with a final decision by March. 

Commissioner FRASIER believes the specific areas are unappealing and require improvement.  
He stated that he supports the TIF proposal.  Commissioner DOLAN expressed concern about 
the Village of Mundelein making changes to the Ordinance once it is approved by the Joint 
Review Board and Village Board.  He mentioned that his concerns are focused on fully 
executing and following through on the intent of the TIF IV.  Commissioners DOLAN suggested 
that if the Joint Review Board wanted support from the Mundelein Park & Recreation District, 
the Village of Mundelein must execute the TIF IV as presented without changing it.  
Commissioner DOLAN stated that a shift away from commercial businesses toward more 
residential is not acceptable.  Executive Director SALSKI stated that he will gain more 
knowledge on whether the Village Board can change the plan.  Commissioners agreed.   

Executive Director SALSKI explained that a park was being built part of the developer’s plan for 
the new subdivision in the current Oak Creek Plaza location.  Commissioner DOLAN stated that 
the developer should finance and develop the park without any funds from the Mundelein Park & 
Recreation District.  Once the park is fully built by the developer, only then would the 
Mundelein Park & Recreation District maintain it.  Commissioners agreed. 

Executive Director SALSKI informed the Commissioners that the Park and Recreation District 
will be receiving a phone call from a developer related to impact fees in the downtown area.  He 
believes the developer will ask to negotiate.  Executive Director SALSKI stated that he will 
communicate the Park & District will not negotiate anything less.   



 
 
 
 
Executive Director SALSKI explained about the importance of developing a Comprehensive 
Master Plan and its subcomponents that staff can use. 
 
Visitors:  Tracie Ouimet 
 
There being no further business, Commissioner DOLAN moved to adjourn at 7:29 p.m. second 
by Commissioner McGRATH.  A roll call vote was taken with Commissioners DOLAN, 
McGRATH, FRASIER, KNUDSON and ORTEGA voting yes. 
 
 
 
 
__________________________ 
Secretary 



MINUTES 
Mundelein Park and Recreation District 

 Regular Board Meeting 
January 11, 2021 

*Due to COVID-19, the meeting was held via Zoom 
 

________________________________________________________________________ 
 
The Regular Board meeting of the Board of Park Commissioners of the Mundelein Park and 
Recreation District, Mundelein, Lake County, Illinois, was called to order at 7:30 p.m. by 
President ORTEGA and he asked the assemblage to rise and recite the Pledge of Allegiance.  
 
He then directed the secretary to call the roll. Present were Commissioners DOLAN, FRASIER, 
KNUDSON, McGRATH and ORTEGA.   
 
Staff present included Executive Director SALSKI and Manager Tracie Ouimet. 
 
Commissioner McGRATH moved to approve the minutes of the Committee Meeting and 
Regular Meeting from December 28, 2020, second by Commissioner DOLAN. President 
ORTEGA repeated the motion and asked if there were any additional corrections or additions 
and none were made. A roll call vote was taken with Commissioners DOLAN, FRASIER, 
KNUDSON, McGRATH, and ORTEGA voting yes. 
 
President ORTEGA read the Warrants needed to be approved.  Commissioner FRASIER moved 
to approve Warrants 010221, 010321, 010421, 010821, 011121 in the amount of $236,423.71 
second by Commissioner KNUDSON.  President ORTEGA repeated the motion and asked if 
there were any questions and none were raised. A roll call vote was taken with Commissioners 
DOLAN, FRASIER, KNUDSON, McGRATH and ORTEGA voting yes. 
 
President ORTEGA noted the two Correspondence letters from IAPD and Mundelein 
Community Days Commission. 
 
President ORTEGA noted that there is no Old Business to discuss. 
 
President ORTEGA requested a motion to approve the Ordinance for Surplus Property. 
MCGRATH moved to approve the sale pursuant to Ordinance 21-01-01 – Declaration of Surplus 
Personal Property and Authorization for Sale, Trade-In or Disposal with a second by 
KNUDSON.  President ORTEGA repeated the motion and asked if there were any questions and 
none were raised. A roll call vote was taken with Commissioners DOLAN, FRASIER, 
KNUDSON, McGRATH, and ORTEGA voting yes. 
 
President ORTEGA inquired about the IAPD/IPRA Soaring to New Heights Conference.  
Executive Director SALSKI reported that twelve park district employees are registered to attend 
the virtual conference this year.  Commissioner KNUDSON mentioned that it was consistent 
with prior years.   
 



Meeting Minutes 
January 11, 2021 
Page Two 
 
 
 
 
Visitors:  None 
 
There being no further business, Commissioner KNUDSON moved to adjourn at 7:37 p.m. 
second by Commissioner McGRATH.  A roll call vote was taken with Commissioners DOLAN, 
FRASIER, KNUDSON, McGRATH, and ORTEGA voting yes. 
 
 
 
_______________________________ 
Secretary 





























 

 
 

MUNDELEIN PARK &
RECREATION DISTRICT

      

BOARD MEMORANDUM 

 

January 25, 2021 Regular Board Meeting Agenda Item 

 

To: Board of Commissioners 

From: Ron Salski, Executive Director 

 Debbie McInerney, Superintendent 

Date: January 21, 2021 

Subject: December Financial Report  

______________________________________________________________________________ 

 

Analysis/Considerations 

Attached are the financial reports.  Just a reminder, that the red parenthesis indicates an unfavorable 

number for the column compared to the budget i.e. actual to budget, actual to budget YTD, projected 

to budget.  After reviewing and analyzing the MTD and YTD Financial Reports, a summary is 

provided below: 

 

Month to Date 

For District-Wide MTD, the district was unfavorable, ($176,278), as staff has been waiting on paving 

invoices. If the contractor submitted on time, the district would have processed in earlier months. 

 

Year to Date 

For District-Wide YTD (unaudited), the district is presenting a favorable net, $378,771, from budget 

ytd because the capital fund was anticipated to have a large capital expense and corporate expenses 

were significantly lower.   

 

Projections 

The 2020 Budget includes a $400,000 OSLAD with a district-wide grand total of ($401,146).  Within a 

major pandemic, return of the OSLAD Grant and with grants/reimbursements, staff is projecting a 

district-wide net of ($198,557).  The difference between the year-end vs. projections is due to the 

report being printed before all 2020 expenses were allocated.   

 

Notes 

*All Grants have been allocated and recognized in 2020. 

*Through December, tax revenue collections are 98%. 

 

Action and Motion Requested 

Move to place the December Financials on file. 



Mundelein Park District Cash Flows 12/31/2020

Date Recreation Fund Corporate Fund Capital Improvement Fund Joint Checking Total

12/31/2018 745.00                   14,140.35            532,868.23                               5,281,180.00      5,828,933.58    

1/31/2019 745.00                   13,523.13            533,432.39                               4,995,943.47      5,543,643.99    

2/28/2019 745.00                   13,705.20            533,940.43                               4,609,499.53      5,157,890.16    

3/31/2019 745.00                   14,244.44            534,491.89                               4,260,611.86      4,810,093.19    

4/30/2019 745.00                   13,782.29            535,027.19                               4,018,826.93      4,568,381.41    

5/31/2019 2,945.00                14,250.80            538,670.82                               3,578,618.91      4,134,485.53    

6/30/2019 2,936.76                13,690.71            538,751.72                               5,464,690.50      6,020,069.69    

7/31/2019 2,945.00                15,074.16            538,833.10                               5,320,368.11      5,877,220.37    

8/31/2019 2,545.00                14,689.44            540,391.70                               4,763,292.06      5,320,918.20    

9/30/2019 745.00                   13,918.28            540,488.25                               6,695,608.46      7,250,759.99    

10/31/2019 745.00                   14,842.60            540,559.85                               6,447,839.73      7,003,987.18    

11/30/2019 745.00                   14,323.81            544,858.66                               5,229,204.40      5,789,131.87    

12/31/2019 795.00                   14,203.83            544,925.70                               4,850,334.65      5,410,259.18    

1/31/2020 795.00                   14,788.23            544,990.60                               4,344,938.17      4,905,512.00    

2/29/2020 795.00                   14,503.56            546,214.04                               3,925,351.33      4,486,863.93    

3/31/2020 795.00                   14,992.95            546,489.50                               3,404,011.09      3,966,288.54    

4/30/2020 795.00                   14,887.41            546,689.72                               2,954,893.20      3,517,265.33    

5/31/2020 795.00                   14,592.33            549,123.57                               2,748,591.78      3,313,102.68    

6/30/2020 1,195.00                14,064.41            549,213.53                               4,157,236.35      4,721,709.29    

7/31/2020 1,195.00                13,964.91            549,240.49                               4,170,653.31      4,735,053.71    

8/31/2020 1,195.00                15,339.89            549,250.62                               3,984,656.92      4,550,442.43    

9/30/2020 695.00                   15,068.03            549,259.84                               5,243,542.58      5,808,565.45    

10/31/2020 695.00                   14,371.05            549,269.34                               5,277,854.05      5,842,189.44    

11/30/2020 695.00                   13,804.83            549,278.88                               4,395,686.45      4,959,465.16    

12/31/2020 695.00                   15,079.04            549,290.13                               4,205,880.25      4,770,944.42    
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Mundelein Park District Cash Flows - 2 Years (25 months)



Fund Name Fund Jt Ckg- 1001 FLEX Ckg-1002 MMKT - 1004 CD's - 1007 IPDLAF - 1009 Petty Cash Total

    

Corporate Fund 10-00.000-1001 2,495,902.08    2,495,902.08        

10-00.000-1002 3,294.43             3,294.43                

10-00.000-1004 -                         

10-00.000-1007 -                         

10-00.000-1009 10,259.61          10,259.61             

10-00.000-1010 -                         

10-00.000-1011 1,250.00               1,250.00                

10-00.000-1012 275.00                  275.00                   

10-00.000-1013 -                         

Recreation Fund 20-00.000-1001 1,481,713.60    1,481,713.60        

20-00.000-1108 17,809.27          17,809.27             

20-00.000-1109 -                         

20-00.000-1014 50.00                    50.00                     

20-00.000-1019 100.00                  100.00                   

20-00.000-1020 100.00                  100.00                   

20-00.000-1021 395.00                  395.00                   

20-00.000-1022 -                         

20-00.000-1023 -                        -                         

20-00.000-1024 -                        -                         

20-00.000-1025 -                        -                         

20-00.000-1026 -                         

20-00.000-1027 -                        -                         

20-00.000-1028 50.00                    50.00                     

20-00.000-1029 -                        -                         

Debt Service Fund 30-00.000-1001 136,468.24       136,468.24           

Capital Improv Fund 40-00.000-1001 73,987.06          73,987.06             

40-00.000-1007 -                        -                         

40-00.000-1009 -                        549,290.13        549,290.13           

TOTAL: 4,205,880.25    3,294.43             -                     -                       559,549.74        2,220.00              4,770,944.42        

Bank and Investment Accounts

WCB - Checking 4,205,880.25    3,294.43            

Libertyville Bank & Trust

IPDLAF - Bond Imprv Fund -                     549,290.13       

IPDLAF-Operating Fund 10,259.61         

Cash On Hand 2,220.00               

  TOTAL: 4,205,880.25    3,294.43             -                     -                       559,549.74        2,220.00              4,770,944.42        

Difference:  -                     -                       -                     -                        -                      -                        -                         

Changes in Fund Balance through December 31, 2020

Assets Liabilities Beg Fund Bal End Fund Bal Revenues Expenses Chg to Fund Bal

Corporate Fund - 10 5,805,595.49             (3,365,567.15)   (2,778,103.93)    (2,440,028.34)   (4,759,551.90)     5,097,460.45     337,908.55          

Recreation Fund - 20 3,220,643.52             (1,871,156.23)   (1,398,006.29)    (1,349,487.29)   (3,413,548.77)     3,462,067.77     48,519.00            

Debt Service Fund - 30 661,022.48                (519,292.00)      (146,959.66)        (141,730.48)      (496,545.82)        501,775.00        5,229.18               

Capital Imprv Fund - 40 623,277.19                (2,736.47)          (251,265.30)        (620,540.72)      (1,018,891.30)     649,615.88        (369,275.42)         

  TOTAL: 10,310,538.68          (5,758,751.85)  (4,574,335.18)    (4,551,786.83)  (9,688,537.79)     9,710,919.10    22,381.31            

MUNDELEIN PARK AND RECREATION DISTRICT

TREASURER'S REPORT

As of December 31, 2020

GL Cash/Investment Accounts
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DB: Mundelein Park District PERIOD ENDING 12/31/2020

END BALANCE
12/31/2020

YTD
ACTIVITY CR

YTD
ACTIVITY DR

BEG. BALANCE
01/01/2020DESCRIPTIONGL NUMBER

Fund 10 - CORPORATE FUND
Assets
Account Type: Cash

2,495,902.24 5,552,820.45 5,231,789.35 2,816,933.34 CHECKING ACCOUNT - MCB10-00.000-1001
3,294.43 7,673.13 8,500.00 2,467.56 CHECKING ACCOUNT - FLEX10-00.000-1002
1,250.00 0.00 0.00 1,250.00 CASH DRAWER - PRO SHOP10-00.000-1011

275.00 0.00 0.00 275.00 CASH DRAWER - FOOD/BEVERAGE10-00.000-1012

2,500,721.67 5,560,493.58 5,240,289.35 2,820,925.90 Total Cash:
Account Type: Investments

10,259.61 0.18 48.52 10,211.27 IPDLAF INVESTMENT10-00.000-1009

10,259.61 0.18 48.52 10,211.27 Total Investments:
Account Type: Accounts Receivable

3,237,438.07 3,199,215.88 3,266,876.13 3,169,777.82 REAL ESTATE TAXES RECEIVABLE10-00.000-1101
144.57 131,739.10 131,883.67 0.00 ACCOUNTS RECEIVABLE10-00.000-1110

3,237,582.64 3,330,954.98 3,398,759.80 3,169,777.82 Total Accounts Receivable:
Account Type: Fixed Assets

35,017.16 0.00 2,483.37 32,533.79 MERCHANDISE INVENTORY10-00.000-1030

35,017.16 0.00 2,483.37 32,533.79 Total Fixed Assets:
Account Type: Other Assets

22,014.58 24,470.76 8,688.40 37,796.94 PREPAID OTHER EXPENSES10-00.000-1202
0.00 200.00 0.00 200.00 VENDOR DEPOSITS10-00.000-1204

22,014.58 24,670.76 8,688.40 37,996.94 Total Other Assets:

5,805,595.66 8,916,119.50 8,650,269.44 6,071,445.72 TOTAL ASSETS

Liabilities
Account Type: Accounts Payable

64,008.87 1,569,867.58 1,557,362.53 51,503.82 ACCOUNTS PAYABLE10-00.000-2001
395.00 18,718.51 18,606.51 283.00 SALES TAX PAYABLE10-00.000-2005

64,403.87 1,588,586.09 1,575,969.04 51,786.82 Total Accounts Payable:
Account Type: Liabilities-ST

82,320.60 82,320.60 46,637.18 46,637.18 ACCRUED WAGES PAYABLE10-00.000-2020
0.00 303,720.08 303,720.08 0.00 FEDERAL PR TAX WITHHELD10-00.000-2021
0.00 487,120.58 487,120.58 0.00 FICA PAYROLL TAX LIABILITY10-00.000-2022
0.00 113,923.58 113,923.58 0.00 MEDICARE P/R TAX LIABILITY10-00.000-2023
0.00 185,690.04 185,690.04 0.00 IL/WI PAYROLL TAX LIABILITY10-00.000-2024
0.00 485,948.79 485,851.87 (96.92)IMRF EE/ER PR LIABILITY10-00.000-2026
0.00 687,544.29 687,544.29 0.00 INSURANCE PR DEDUCTION10-00.000-2028
0.00 28,750.00 28,750.00 0.00 457 PR DEDUCTION-NATIONWIDE10-00.000-2029
0.00 28,913.91 28,913.91 0.00 457 PR DEDUCTION-SEC BNFT/STD10-00.000-2030
0.00 3,278.50 3,278.50 0.00 UNION DUES PR DEDUCTION10-00.000-2031
0.00 1,200.00 1,200.00 0.00 ADD'L LIFE INSURANCE IMRF10-00.000-2032
0.00 7,954.50 7,954.50 0.00 ADD'L LIFE INSURANCE PDRMA10-00.000-2033
0.00 75,682.28 75,682.28 0.00 ADD'L EE IMRF CONTRIBUTIONS10-00.000-2037
0.00 1,052.84 1,052.84 0.00 MISC WAGE GARNISHMENT10-00.000-2038

(580.21)8,750.62 7,673.13 (1,657.70)FLEX HEALTH10-00.000-2040
0.00 643.76 643.76 0.00 COLONIAL LIFE INS CO W/H10-00.000-2042
0.00 1,386.84 1,386.84 0.00 NEW YORK LIFE INS W/H10-00.000-2043

81,740.39 2,503,881.21 2,467,023.38 44,882.56 Total Liabilities-ST:
Account Type: Other Liabilities

45.46 45.46 103.53 103.53 UNCLAIMED PROPERTY LIABILITY10-00.000-2050
0.00 930.00 930.00 0.00 GOLF OUTING DEPOSITS10-00.000-2054

45.46 975.46 1,033.53 103.53 Total Other Liabilities:
Account Type: Deferred Inflows

3,208,000.00 3,208,000.00 3,166,500.00 3,166,500.00 DEFERRED TAX REVENUE10-00.000-2201
30,915.87 29,380.25 28,533.26 30,068.88 GIFT CERTIFICATES10-00.000-2206

3,238,915.87 3,237,380.25 3,195,033.26 3,196,568.88 Total Deferred Inflows:

3,385,105.59 7,330,823.01 7,239,059.21 3,293,341.79 TOTAL LIABILITIES

Fund Equity
Account Type: Unassigned

2,157,222.50 0.00 0.00 2,157,222.50 UNASSIGNED FUND BALANCE10-00.000-3100

2,157,222.50 0.00 0.00 2,157,222.50 Total Unassigned:
Account Type: Assigned

55,057.97 0.00 167.04 55,225.01 ASSIGNED FUND-TALL GRASS10-00.000-3201

55,057.97 0.00 167.04 55,225.01 Total Assigned:
Account Type: Restricted

11,065.22 0.00 0.00 11,065.22 RESTRICTED FUND BAL-AUDIT10-00.000-3401
38,755.27 0.00 0.00 38,755.27 RESTRICTED FUND BAL-POLICE10-00.000-3402
56,038.21 0.00 0.00 56,038.21 RESTRICTED FUND BAL-SOCSEC10-00.000-3403
90,161.38 0.00 0.00 90,161.38 RESTRICTED FUND BAL-IMRF10-00.000-3404
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END BALANCE
12/31/2020

YTD
ACTIVITY CR

YTD
ACTIVITY DR

BEG. BALANCE
01/01/2020DESCRIPTIONGL NUMBER

Fund 10 - CORPORATE FUND
Fund Equity

69,716.43 0.00 0.00 69,716.43 RESTRICTED FUND BAL-LIAB INS10-00.000-3405
123,621.23 0.00 0.00 123,621.23 RESTRICTED FUND BAL-SRACLS10-00.000-3406
176,298.68 0.00 0.00 176,298.68 RESTRICTED FUND BAL-MUSEUM10-00.000-3407

565,656.42 0.00 0.00 565,656.42 Total Restricted:

2,777,936.89 0.00 167.04 2,778,103.93 TOTAL FUND EQUITY

Account Type: Revenue

4,759,558.07 5,001,666.46 242,108.39 Total Revenue:

4,759,558.07 5,001,666.46 242,108.39 TOTAL REVENUES
Account Type: Expenditure

5,117,004.89 150,060.98 5,267,065.87 Total Expenditure:

5,117,004.89 150,060.98 5,267,065.87 TOTAL EXPENDITURES

5,805,595.66 (12,482,550.45)(12,748,400.51)6,071,445.72 = TOTAL LIABILITIES AND FUND BALANCE

3,385,105.59 (7,330,823.01)(7,239,059.21)3,293,341.79 + LIABILITIES
2,420,490.07 (5,151,727.44)(5,509,341.30)2,778,103.93 = ENDING FUND BALANCE

(167.04)0.00 + FUND BALANCE ADJUSTMENTS
(357,446.82)(5,151,727.44)(5,509,174.26)+ NET OF REVENUES & EXPENDITURES

2,778,103.93 2,778,103.93 BEG. FUND BALANCE

5,805,595.66 8,916,119.50 8,650,269.44 6,071,445.72 TOTAL ASSETS
Total Fund 10 - CORPORATE FUND
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END BALANCE
12/31/2020

YTD
ACTIVITY CR

YTD
ACTIVITY DR

BEG. BALANCE
01/01/2020DESCRIPTIONGL NUMBER

Fund 20 - RECREATION PROGRAM FUND
Assets
Account Type: Cash

1,481,713.443,722,445.433,554,512.601,649,646.27CHECKING ACCOUNT - MCB20-00.000-1001
50.000.000.0050.00CASH DRAWER - REGENT20-00.000-1014

100.000.00100.000.00PETTY CASH SPECIAL EVENTS20-00.000-1019
100.000.000.00100.00PETTY CASH - REC ADMIN20-00.000-1020
395.000.000.00395.00CASH DRAWER - PARKVIEW20-00.000-1021

0.00400.00400.000.00CASH DRAWER-ADMISSIONS DLB20-00.000-1025
0.00100.00100.000.00CASH DRAWER-ADMISSIONS SP20-00.000-1027

50.000.000.0050.00CASH DRAWER - MCC INDOOR POOL20-00.000-1028
0.00200.000.00200.00CASH DRAWER - DUNBAR20-00.000-1029

17,809.271,509,867.551,505,733.2721,943.55ACTIVE PAYMENT CLEARING A/C20-00.000-1108

1,500,217.715,233,012.985,060,845.871,672,384.82Total Cash:
Account Type: Accounts Receivable

1,181,641.651,141,446.851,196,446.301,126,642.20REAL ESTATE TAXES RECEIVABLE20-00.000-1101
12,578.502,713.9513,467.451,825.00ACCOUNTS RECEIVABLE20-00.000-1110

524,062.822,997,766.353,227,744.84294,084.33ACTIVE CUSTOMER ACCTS RCVBL20-00.000-1114

1,718,282.974,141,927.154,437,658.591,422,551.53Total Accounts Receivable:
Account Type: Other Assets

2,225.1820,924.142,225.1820,924.14PREPAID OTHER EXPENSES20-00.000-1202

2,225.1820,924.142,225.1820,924.14Total Other Assets:

3,220,725.869,395,864.279,500,729.643,115,860.49TOTAL ASSETS

Liabilities
Account Type: Accounts Payable

31,247.57805,317.35848,232.3674,162.58ACCOUNTS PAYABLE20-00.000-2001
0.00145,320.61145,320.610.00ACTIVE CUSTOMER REFUND PAYABLE20-00.000-2003
0.001,755.002,165.00410.00EVENT LIABILITY INS PAYABLE20-00.000-2004

494.760.000.00494.76DANCE FUNDRAISING PAYABLE20-00.000-2006

31,742.33952,392.96995,717.9775,067.34Total Accounts Payable:
Account Type: Liabilities-ST

55,670.4555,670.4543,695.5743,695.57ACCRUED WAGES PAYABLE20-00.000-2020

55,670.4555,670.4543,695.5743,695.57Total Liabilities-ST:
Account Type: Other Liabilities

904.32766.82139.06276.56UNCLAIMED PROPERTY LIABILITY20-00.000-2050
1,775.009,750.0010,575.002,600.00ACTIVE DEPOSITS20-00.000-2053

0.00678.34678.340.00MUNDELEIN PARK FOUNDATION20-00.000-2070

2,679.3211,195.1611,392.402,876.56Total Other Liabilities:
Account Type: Deferred Inflows

1,166,837.001,166,837.001,125,000.001,125,000.00DEFERRED TAX REVENUE20-00.000-2201
0.006,144.0012,288.006,144.00GIFT CERTIFICATES20-00.000-2206

606,308.353,362,717.773,212,810.32456,400.90ACTIVE DEFERRED REVENUE20-00.000-2207
8,200.93718.001,186.908,669.83ACTIVE GIFT CARDS20-00.000-2208

1,781,346.284,536,416.774,351,285.221,596,214.73Total Deferred Inflows:

1,871,438.385,555,675.345,402,091.161,717,854.20TOTAL LIABILITIES

Fund Equity
Account Type: Committed

1,398,006.290.000.001,398,006.29COMMITTED FUND BALANCE20-00.000-3300

1,398,006.290.000.001,398,006.29Total Committed:

1,398,006.290.000.001,398,006.29TOTAL FUND EQUITY

Account Type: Revenue

3,413,548.615,819,640.252,406,091.64Total Revenue:

3,413,548.615,819,640.252,406,091.64TOTAL REVENUES
Account Type: Expenditure

3,462,267.4295,557.113,557,824.53Total Expenditure:

3,462,267.4295,557.113,557,824.53TOTAL EXPENDITURES

(48,718.81)(5,915,197.36)(5,963,916.17)+ NET OF REVENUES & EXPENDITURES
1,398,006.291,398,006.29BEG. FUND BALANCE

3,220,725.869,395,864.279,500,729.643,115,860.49TOTAL ASSETS
Total Fund 20 - RECREATION PROGRAM FUND
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END BALANCE
12/31/2020

YTD
ACTIVITY CR

YTD
ACTIVITY DR

BEG. BALANCE
01/01/2020DESCRIPTIONGL NUMBER

Fund 20 - RECREATION PROGRAM FUND

3,220,725.86 (11,470,872.70)(11,366,007.33)3,115,860.49 = TOTAL LIABILITIES AND FUND BALANCE

1,871,438.38 (5,555,675.34)(5,402,091.16)1,717,854.20 + LIABILITIES
1,349,287.48 (5,915,197.36)(5,963,916.17)1,398,006.29 = ENDING FUND BALANCE



TRIAL BALANCE REPORT FOR MUNDELEIN PARK & RECREATION DISTRICT 5/6Page:01/20/2021 12:58 PM
User: dmcinerney
DB: Mundelein Park District PERIOD ENDING 12/31/2020

END BALANCE
12/31/2020

YTD
ACTIVITY CR

YTD
ACTIVITY DR

BEG. BALANCE
01/01/2020DESCRIPTIONGL NUMBER

Fund 30 - DEBT SERVICE FUND
Assets
Account Type: Cash

136,468.24530,396.93520,511.71146,353.46CHECKING ACCOUNT - MCB30-00.000-1001

136,468.24530,396.93520,511.71146,353.46Total Cash:
Account Type: Accounts Receivable

524,554.24506,868.44529,816.48501,606.20REAL ESTATE TAXES RECEIVABLE30-00.000-1101

524,554.24506,868.44529,816.48501,606.20Total Accounts Receivable:

661,022.481,037,265.371,050,328.19647,959.66TOTAL ASSETS

Liabilities
Account Type: Accounts Payable

0.00501,775.00501,775.000.00ACCOUNTS PAYABLE30-00.000-2001

0.00501,775.00501,775.000.00Total Accounts Payable:
Account Type: Deferred Inflows

519,292.00519,292.00501,000.00501,000.00DEFERRED TAX REVENUE30-00.000-2201

519,292.00519,292.00501,000.00501,000.00Total Deferred Inflows:

519,292.001,021,067.001,002,775.00501,000.00TOTAL LIABILITIES

Fund Equity
Account Type: Restricted

146,959.660.000.00146,959.66RESTRICTED FUND BALANCE30-00.000-3400

146,959.660.000.00146,959.66Total Restricted:

146,959.660.000.00146,959.66TOTAL FUND EQUITY

Account Type: Revenue

496,545.82530,429.9933,884.17Total Revenue:

496,545.82530,429.9933,884.17TOTAL REVENUES
Account Type: Expenditure

501,775.000.00501,775.00Total Expenditure:

501,775.000.00501,775.00TOTAL EXPENDITURES

661,022.48(1,551,496.99)(1,538,434.17)647,959.66 = TOTAL LIABILITIES AND FUND BALANCE

519,292.00(1,021,067.00)(1,002,775.00)501,000.00 + LIABILITIES
141,730.48(530,429.99)(535,659.17)146,959.66= ENDING FUND BALANCE
(5,229.18)(530,429.99)(535,659.17)+ NET OF REVENUES & EXPENDITURES

146,959.66146,959.66BEG. FUND BALANCE

661,022.481,037,265.371,050,328.19647,959.66TOTAL ASSETS
Total Fund 30 - DEBT SERVICE FUND
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END BALANCE
12/31/2020

YTD
ACTIVITY CR

YTD
ACTIVITY DR

BEG. BALANCE
01/01/2020DESCRIPTIONGL NUMBER

Fund 40 - CAPITAL IMPROVEMENT FUND
Assets
Account Type: Cash

73,987.061,194,722.771,053,251.80215,458.03CHECKING ACCOUNT - MCB40-00.000-1001

73,987.061,194,722.771,053,251.80215,458.03Total Cash:
Account Type: Investments

0.00495,000.000.00495,000.00CERTIFICATES OF DEPOSIT40-00.000-1007
549,290.139.50499,373.9349,925.70IPDLAF INVESTMENT40-00.000-1009

549,290.13495,009.50499,373.93544,925.70Total Investments:
Account Type: Accounts Receivable

0.003,337.722,295.621,042.10ACCRUED INTEREST40-00.000-1112

0.003,337.722,295.621,042.10Total Accounts Receivable:
Account Type: Other Assets

0.0059,946.000.0059,946.00PREPAID OTHER EXPENSES40-00.000-1202

0.0059,946.000.0059,946.00Total Other Assets:

623,277.191,753,015.991,554,921.35821,371.83TOTAL ASSETS

Liabilities
Account Type: Accounts Payable

151,270.25999,416.661,218,252.94370,106.53ACCOUNTS PAYABLE40-00.000-2001
7,903.307,903.300.000.00RETAINAGE PAYABLE40-00.000-2011

159,173.551,007,319.961,218,252.94370,106.53Total Accounts Payable:
Account Type: Deferred Inflows

0.000.00200,000.00200,000.00DEFERRED REVENUE40-00.000-2203

0.000.00200,000.00200,000.00Total Deferred Inflows:

159,173.551,007,319.961,418,252.94570,106.53TOTAL LIABILITIES

Fund Equity
Account Type: Assigned

251,265.300.000.00251,265.30ASSIGNED FUND BALANCE40-00.000-3200

251,265.300.000.00251,265.30Total Assigned:

251,265.300.000.00251,265.30TOTAL FUND EQUITY

Account Type: Revenue

1,018,891.301,020,670.431,779.13Total Revenue:

1,018,891.301,020,670.431,779.13TOTAL REVENUES
Account Type: Expenditure

806,052.9650,733.80856,786.76Total Expenditure:

806,052.9650,733.80856,786.76TOTAL EXPENDITURES

623,277.19(2,078,724.19)(2,276,818.83)821,371.83 = TOTAL LIABILITIES AND FUND BALANCE

159,173.55(1,007,319.96)(1,418,252.94)570,106.53 + LIABILITIES
464,103.64(1,071,404.23)(858,565.89)251,265.30= ENDING FUND BALANCE
212,838.34(1,071,404.23)(858,565.89)+ NET OF REVENUES & EXPENDITURES
251,265.30251,265.30BEG. FUND BALANCE

623,277.191,753,015.991,554,921.35821,371.83TOTAL ASSETS
Total Fund 40 - CAPITAL IMPROVEMENT FUND
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Department of Police
John Monahan, Chief of Police

MEMORANDUM

To: Chief John Monaha

From: Sergeant Pa ul Dem ,"yh4ar"7

Date: Wednesday, January 13,2021

Re: Park District Report- December 2020

There were no calls for service in the area parks during the reporting period, which is lower than normal with
park district activity during this time of year.

Please contact me if you have any questions

Courage. Pride. Commitment.

221 North Lake Street Mundelein, lllinois 60060 (847) 968-4600 F (847) 949-9238 www.mundelein.orglpolice

' There were a total of 37 pa rk checks initiated by the patro I officers during this month. There were no patterns
or crime trends discovered during this month.



 

 
 

      

BOARD MEMORANDUM 
 

January 25, 2021 Regular Board Meeting Agenda Item 

 
To: Board of Commissioners 

From: Ron Salski, Executive Director 

Date: January 19, 2021 

Subject: Approve of Job Descriptions  

______________________________________________________________________________ 
 
Background 
An annual review of job descriptions will be held in December that focuses on titles, 
qualifications, and essential and marginal functions.  Additionally, job descriptions are created 
when new positions during the approval process.  Also, job descriptions and titles are reviewed 
when an employee resigns.  After reviewing the positions, the past seven months, there are some 
titles that require an update and/or revision. 
 
Analysis/Considerations 
Below are job descriptions for newly created positions in the 2021 Budget and part of 
realignment strategy: 

• Recreation Programs Manager 
• Athletics Supervisor 

 
Below are job descriptions with revisions to the job title and content: 

• School-Age Programs Supervisor 
• Cultural Arts & Events Supervisor 
• Adults 50+ Supervisor 
• Aquatics Supervisor 

 
Below are job descriptions with revisions to the job title only: 
 

• Marketing Coordinator 
• Accounting Specialist 
• Accounting Payables Specialist 
• IT Specialist 
• Grounds Maintenance Manager 
• Building Maintenance Manager 



 
 

 
Recommendation 
Staff recommends approving the Job Descriptions as attached. 
 
Action and Motion Requested 
Move to approve Job Descriptions as presented and attached.  



 

Mundelein Park & Recreation District 
Job Description 

 
Job Title:  Adults 50+ Supervisor 
Department:  Recreation 
Supervisor:  Recreation Programs Manager 
Classification: Full Time - Exempt 
 
Summary 
The Recreation Supervisor is responsible for coordinating leisure programs and services for 
adults with an emphasis on the 50+ years old population. This position is responsible for the 
supervision of the day-to-day operations of the Regent Center facility, including the scheduling 
of daily activities. Additional duties include program development and coordination, supervising 
program contractors and/or instructors, coordinating special events and trips for active adults, 
promoting Regent Center memberships and providing resource referrals. This position requires 
working some nights, weekends and holidays as needed to successfully carry out the essential 
functions of this job. 
 
Qualifications – Education, Experience and Training 
B.A. or B.S. in Recreation Administration, Gerontology, or related field is preferred.  Minimum 
High School Diploma required.  Minimum of one year of experience in the field is required.  
Minimum of three years of experience in the field is preferred.   Must possess certifications in 
First Aid and CPR/AED within 90 days of employment.   Certification as a Certified Parks and 
Recreation Professional (CPRP) is preferred.  Candidate must also possess a valid Illinois class 
"D" driver's license. 
 
Duties and Responsibilities 
 
A. Essential Functions 

• Coordinate the Regent Center daily activity schedule for the adults 50+ population 
consisting of recreational, educational, cultural, wellness, and service programs. 

• Develop, coordinate, promote, evaluate and supervise a comprehensive selection of 
programs, events and trips for adults 50+. 

• Instruct programs and workshops, as needed. 
• Promote and process payments for Regent Center memberships.  
• Writes and distributes the newsletter to Regent Center members.  
• Plans and executes special events and projects as assigned. 
• Define personnel and staffing requirements, develop plan to recruit, hire, train, schedule 

and evaluate seasonal and part time staff to include contract employment and volunteers 
for assigned recreational programs and facilities. 

• Prepares seasonal brochure information and creates publicity materials in cooperation 
with the marketing department. 

• Work with marketing staff on the creation of annual marketing plans for areas of 
responsibility. Ensure the timely marketing of programs and events from a strategic 
perspective, including production of flyers, brochures, press releases, social media posts 
and other promotional materials. 

• Prepare the annual budget for program areas, monitor revenue and expenses, make 
purchases, and provide recommendations to supervisor on rate and policy changes.   

• Develop long range recommendations for capital expenses. 
• Order, purchase and coordinate assigned program supplies and equipment. 



 

• Prepare monthly board report. 
• Continuously seek ways to improve and deliver quality services to both external and 

internal customers. 
• Makes recommendations for changes and improvements to programs, and facilities as 

required to meet the public demand. 
• Deliver quality customer service both internally and externally. 
• Quickly and diplomatically attend to questions, suggestions, and/or complaints received 

from the public and staff. 
• Provide accurate information to patrons in person, via telephone, and electronically and 

be available to troubleshoot any issues, as needed.  
• Adapt recreation programs to meet the needs of individuals in accordance with the 

Americans with Disabilities Act. 
• Monitor records of monies received, participation figures, and expenditures within 

assigned responsibility areas. 
• Participate in professional committees, conferences, workshops and classes to improve 

job knowledge and management skills. 
• Work with community organizations, businesses, and other governmental bodies to 

promote, implement, and improve programs and services. 
• Develop, schedule and implement an annual calendar of in-service trainings.  Ensure 

staff attendance. Produce and update training manuals for staff. 
• Train and practice with staff the medical emergency, evacuation and disaster plan so as 

to be prepared for any and all emergencies.  
• Ensures staff schedules are prepared for areas of responsibility. 
• Process payroll. 
• Perform other related duties as assigned.  

   
B. Marginal Functions 

• Hours will vary including days, nights, weekends, and holidays. 
• Assist in leading instructional programs.  
• Assist with district wide special events and special projects. 
• Make recommendations for special programs, discount rates, and special events. 
• Develop appropriate forms and administrative procedures to compliment the registration 

process. 
• Prepare reports, statistics and evaluations on programs and personnel.  
• Meet with outside agencies and groups.  
• Occasional set up and take down of equipment and supplies for activities and special 

events. 
• Serve on Park District committees as requested. 
• Assist with emergency procedures and building evacuation.  
• Ensure compliance with safety, health, and loss control policies and procedures of the 

Park District. 
• As directed, participate in professional committees, conferences, workshops, and 

classes to improve job knowledge and management skills.  
 
 
 
 
 
 



 

C. Psychological Functions  
• Employee should be able to maintain a positive working relationship with other 

employees.  
• Employee must demonstrate leadership qualities to perform required work.  
• Employee must be able to function in a sometimes fast and ambiguous environment.  
• Employee must work effectively under deadlines in a variety of environments and 

elements.  
• Employee must demonstrate ability to make difficult personnel decisions without emotion 

and based on fact.  
 
Considerations 
 
A. Physiological Considerations  

• Frequently sitting and walking.  
• Occasionally balancing, stooping, kneeling, crouching and reaching.  
• May be required to lift and/or move up to 50 pounds of weight when setting up certain 

programs or activities.   
  
B. Environmental Considerations 

• Most activities are performed indoors, in a smoke free environment with controlled 
temperature and lighting.   

• May experience weather conditions while driving to other facilities to attend meetings or 
perform job duties at other facilities.  

• Protective clothing is not required unless a specific project or task requires appropriate 
safety measures such as hearing or eye protection, use of respirators and other 
protective items as needed.  

• Employee may be exposed to a variety of communicable diseases to include exposure 
to the potential of blood borne pathogens in a number of settings and areas within the 
Park District. 

 
C. Cognitive Considerations  

• Employee must have the able to communicate in English, both verbally and in writing.  
• Must have good safety awareness and sound judgment.   
• Employee must possess time management and organizational skills to effectively 

perform his/her job.  
• Employee must demonstrate good customer service skills with the ability to problem 

solve resident or participant complaints.  
• Employee must have the ability to make judgments with respect to confidentiality of 

information and problem solving.  
 
D. Safety Considerations  

• Worker must be able to follow direction from supervisor with safe and effective follow 
through.  

• Worker must be able to use good safety awareness and judgment.  
• Worker must be able to participate in safety related training as required. 

 
 
 
 
 



 

E. Conditions of Continued Employment 
• Provide verification of education. 
• Submit to a pre-placement reference check. 
• Submit to a pre-placement state criminal background check. 
• Submit to a pre-placement physical. 
• Submit to a pre-placement drug testing. 
• Submit proof of date of birth. 
• Provide a copy of driver’s license. 
• Provide driver’s abstract. 
• Submit Proof of eligibility to work in the U.S. 
• Submit to random, reasonable cause and post-accident drug or alcohol testing. 
• Complete six (6) month introductory period satisfactorily. 
• Employee is strongly encouraged but not required to become a resident of the 

Mundelein Park District. 
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Mundelein Park & Recreation District 

Job Description 
 
Job Title:  Aquatics Supervisor 
Department:  Aquatics  
Supervisor:  Aquatics Manager  
Classification: Full-Time Exempt 
 
Summary 
The Recreation Supervisor is responsible for the daily management of the indoor aquatics facility. 
This position also assists with the management of the outdoor aquatics facilities, as directed. This 
position will also be responsible for enforcing the policies and procedures pertinent to the 
Mundelein Community Center and Fitness Center, as set forth by the Community Center 
Operations Manager. The Recreation Supervisor will be in charge of running the indoor pool 
facility and all assigned areas of the outdoor aquatics facilities in a safe and customer friendly 
manner, assuring that the facility is clean and adheres to the standards set forth by the Illinois 
Department of Public Health. The Recreation Supervisor is also responsible for coordinating the 
Park District’s learn to swim program and coordinating pool rentals and lifeguard personnel for 
pool parties. The position requires a variety of hours, including nights, days, weekends, and 
holidays. 
 
Qualifications – Education, Experience and Training 
B.A. or B.S. in Recreation Administration, physical education, exercise science or related field is 
preferred.  Minimum of one year of experience in the field is required. Minimum of three years of 
experience in the field is preferred. Certification in StarGuard Lifeguarding and StarFish 
Aquatics Institute Swim Instructor is required within six months of employment.  Must possess 
certifications in First Aid and CPR/AED within 90 days of employment.  CPO/AFO certification is 
preferred. Candidate must also possess a valid Illinois class "D" driver's license. 
 
Duties and Responsibilities 
 
A. Essential Functions 

• Promote, schedule, manage, and supervise the Park District’s indoor pool facility; 
including lap swim, aquatic programs, and facility rentals.  

• Develop, coordinate, promote, evaluate, market and supervise a comprehensive learn to 
swim program. 

• Assist with promotion, scheduling, management, and supervision of the outdoor aquatic 
facilities, as directed.  

• Maintain needed certifications for job requirements – StarGuard Lifeguarding and 
StarFish Aquatics Institute Swim Instructor.  

• Maintain aquatics lifeguarding staff in test-ready shape regarding lifesaving skills and 
emergency procedures. 

• Keep accurate and complete records in compliance with accepted industry standards 
and requirements for an aquatic facility.  

• Work with aquatics maintenance staff to ensure the proper maintenance and repair of the indoor 
pool and amenities.  

• Order supplies and chemicals as needed. Maintain inventory according to manufacturer’s 
recommendations.  

• Make recommendations to the Aquatics Manager regarding equipment, facility, rules, procedures, 
and supplies.  

• Monitor aquatic operations on a daily basis and respond to any problems that may arise.   
• Communicate with Community Center Operations Manager on all matters relating to the 

community center operation and fitness center membership. 
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• Define personnel and staffing requirements, develop plan to recruit, hire, train, schedule 

and evaluate seasonal and part time staff to include contract employment and volunteers 
for assigned recreational programs and facilities. 

• Prepares seasonal brochure information and creates publicity materials in cooperation 
with the marketing department. 

• Work with marketing staff on the creation of annual marketing plans for areas of 
responsibility. Ensure the timely marketing of programs and events from a strategic 
perspective, including production of flyers, brochures, press releases, social media posts 
and other promotional materials. 

• Prepare the annual budget for program areas, monitor revenue and expenses, make 
purchases, and provide recommendations to supervisor on rate and policy changes.   

• Develop long range recommendations for capital expenses. 
• Order, purchase and coordinate assigned program supplies and equipment. 
• Prepare monthly board report. 
• Continuously seek ways to improve and deliver quality services to both external and 

internal customers. 
• Makes recommendations for changes and improvements to programs, and facilities as 

required to meet the public demand. 
• Deliver quality customer service both internally and externally. 
• Quickly and diplomatically attend to questions, suggestions, and/or complaints received 

from the public and staff. 
• Provide accurate information to patrons in person, via telephone, and electronically and 

be available to troubleshoot any issues, as needed.  
• Adapt recreation programs to meet the needs of individuals in accordance with the 

Americans with Disabilities Act. 
• Monitor records of monies received, participation figures, and expenditures within 

assigned responsibility areas. 
• Participate in professional committees, conferences, workshops and classes to improve 

job knowledge and management skills. 
• Work with community organizations, businesses, and other governmental bodies to 

promote, implement, and improve programs and services. 
• Develop, schedule and implement an annual calendar of in-service trainings.  Ensure 

staff attendance. Produce and update training manuals for staff. 
• Train and practice with staff the medical emergency, evacuation and disaster plan so as 

to be prepared for any and all emergencies.  
• Ensures staff schedules are prepared for areas of responsibility. 
• Process payroll. 
• Perform other related duties as assigned. 

 
B. Marginal Functions 

• Hours will vary including days, nights, weekends, and holidays. 
• Assist in leading instructional programs.  
• Assist with district wide special events and special projects. 
• Make recommendations for special programs, discount rates, and special events. 
• Develop appropriate forms and administrative procedures to compliment the registration 

process. 
• Prepare reports, statistics and evaluations on programs and personnel.  
• Meet with outside agencies and groups.  
• Occasional set up and take down of equipment and supplies for activities and special 

events. 
• Serve on Park District committees as requested. 
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• Assist with emergency procedures and building evacuation.  
• Ensure compliance with safety, health, and loss control policies and procedures of the 

Park District. 
• As directed, participate in professional committees, conferences, workshops, and 

classes to improve job knowledge and management skills.  
 
C. Psychological Functions  

• Employee should be able to maintain a positive working relationship with other 
employees.  

• Employee must demonstrate leadership qualities to perform required work.  
• Employee must be able to function in a sometimes fast and ambiguous environment.  
• Employee must work effectively under deadlines in a variety of environments and 

elements.  
• Employee must demonstrate ability to make difficult personnel decisions without emotion 

and based on fact.  
 
Considerations 
 
A. Physiological Considerations  

• Frequently sitting and walking.  
• Occasionally balancing, stooping, kneeling, crouching and reaching.  
• May be required to lift and/or move up to 50 pounds of weight when setting up certain 

programs or activities.   
 
B. Environmental Considerations  

• Most activities are performed indoors, in a smoke free environment with controlled 
temperature and lighting.  

• May experience weather conditions while driving to other facilities to attend meetings or 
perform job duties at other facilities.  

• Protective clothing is not required unless a specific project or task requires appropriate 
safety measures such as hearing or eye protection, use of respirators and other 
protective items as needed.  

• Employee may be exposed to a variety of communicable diseases to include exposure 
to the potential of blood borne pathogens in a number of settings and areas within the 
Park District. 

 
C. Cognitive Considerations  

• Employee must have the able to communicate in English, both verbally and in writing.  
• Must have good safety awareness and sound judgment.   
• Employee must possess time management and organizational skills to effectively 

perform his/her job.  
• Employee must demonstrate good customer service skills with the ability to problem 

solve resident or participant complaints.  
• Employee must have the ability to make judgments with respect to confidentiality of 

information and problem solving.  
 
D. Safety Consideration  

• Worker must be able to follow direction from supervisor with safe and effective follow 
through.  

• Worker must be able to use good safety awareness and judgment.  
• Worker must be able to participate in safety related training as required. 
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Conditions of Continued Employment  
• Provide verification of education.  
• Submit to a pre-placement reference check.  
• Submit to a pre-placement state criminal background check.  
• Submit to a pre-placement physical.  
• Submit to a pre-placement drug testing.  
• Submit proof of date of birth.  
• Provide a copy of driver’s license.  
• Provide driver’s abstract.  
• Submit Proof of eligibility to work in the U.S.  
• Submit to random, reasonable cause and post-accident drug or alcohol testing.  
• Complete six (6) month introductory period satisfactorily.  
• Employee is strongly encouraged but not required to become a resident of the 

Mundelein Park District. 
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Mundelein Park & Recreation District 
Job Description 

 
Job Title:  Athletics Supervisor 
Department:  Recreation 
Supervisor:  Recreation Programs Manager 
Classification: Full-time – Exempt 
 
Summary 
The Recreation Supervisor is responsible for coordinating athletic programs and leagues for all 
ages.  The Recreation Supervisor is also responsible for coordinating the Park District’s 
gymnasium and facility rentals. Additional duties include the development, coordination, and 
supervision of outdoor education programs, athletic special events, and teen activities.  This 
position requires working nights, weekends and holidays as needed to successfully carry out the 
essential functions of this job. 
 
Qualifications – Education, Experience and Training 
B.A. or B.S. in Recreation Administration, Physical Education, Exercise Science or related field 
is preferred.  Minimum High School Diploma required.  Minimum of one year of experience in 
the field is required. Minimum of three years of experience in the field is preferred.  Must 
possess certifications in First Aid and CPR/AED within 90 days of employment.  Certification as 
a Certified Parks and Recreation Professional (CPRP) is preferred.  Candidate must also 
possess a valid Illinois class "D" driver's license. 
 
A. Essential Functions 

• Develop, coordinate, promote, evaluate and supervise athletic programs and leagues for 
all ages. Instruct programs and workshops, as needed. Host tournaments and athletic 
special events.  

• Develop, coordinate, promote, evaluate and supervise the Mundelein Girl’s Feeder 
Basketball program. 

• Develop, coordinate, promote, evaluate and supervise outdoor education programs and 
teen activities.   

• Promote, schedule, manage, and supervise the Park District’s gymnasium and facility 
rental program. 

• Ensure coverage for rental events and programs, work shifts as necessary. 
• Ensures proper set up and clean-up of rentals.  
• Evaluates rental events and works with Registration staff to process security deposits.  
• Serves as Park District liaison with the athletic affiliate programs. 
• Plans and executes special events and projects as assigned. 
• Define personnel and staffing requirements, develop plan to recruit, hire, train, schedule 

and evaluate seasonal and part time staff to include contract employment and volunteers 
for assigned recreational programs and facilities. 

• Prepares seasonal brochure information and creates publicity materials in cooperation 
with the marketing department. 

• Work with marketing staff on the creation of annual marketing plans for areas of 
responsibility. Ensure the timely marketing of programs and events from a strategic 
perspective, including production of flyers, brochures, press releases, social media posts 
and other promotional materials. 

• Prepare the annual budget for program areas, monitor revenue and expenses, make 
purchases, and provide recommendations to supervisor on rate and policy changes.   



• Develop long range recommendations for capital expenses. 
• Order, purchase and coordinate assigned program supplies and equipment. 
• Prepare monthly board report. 
• Continuously seek ways to improve and deliver quality services to both external and 

internal customers. 
• Makes recommendations for changes and improvements to programs, and facilities as 

required to meet the public demand. 
• Deliver quality customer service both internally and externally. 
• Quickly and diplomatically attend to questions, suggestions, and/or complaints received 

from the public and staff. 
• Provide accurate information to patrons in person, via telephone, and electronically and 

be available to troubleshoot any issues, as needed.  
• Adapt recreation programs to meet the needs of individuals in accordance with the 

Americans with Disabilities Act. 
• Monitor records of monies received, participation figures, and expenditures within 

assigned responsibility areas. 
• Participate in professional committees, conferences, workshops and classes to improve 

job knowledge and management skills. 
• Work with community organizations, businesses, and other governmental bodies to 

promote, implement, and improve programs and services. 
• Develop, schedule and implement an annual calendar of in-service trainings.  Ensure 

staff attendance. Produce and update training manuals for staff. 
• Train and practice with staff the medical emergency, evacuation and disaster plan so as 

to be prepared for any and all emergencies.  
• Ensures staff schedules are prepared for areas of responsibility. 
• Process payroll. 
• Perform other related duties as assigned.  

 
B. Marginal Functions 

• Hours will vary including days, nights, weekends, and holidays. 
• Assist in leading instructional programs.  
• Assist with district wide special events and special projects. 
• Make recommendations for special programs, discount rates, and special events. 
• Develop appropriate forms and administrative procedures to compliment the registration 

process. 
• Prepare reports, statistics and evaluations on programs and personnel.  
• Meet with outside agencies and groups.  
• Occasional set up and take down of equipment and supplies for activities and special 

events. 
• Serve on Park District committees as requested. 
• Assist with emergency procedures and building evacuation.  
• Ensure compliance with safety, health, and loss control policies and procedures of the 

Park District. 
• As directed, participate in professional committees, conferences, workshops, and 

classes to improve job knowledge and management skills.  
 
 
 
 



C. Psychological Functions  
• Employee should be able to maintain a positive working relationship with other 

employees.  
• Employee must demonstrate leadership qualities to perform required work.  
• Employee must be able to function in a sometimes fast and ambiguous environment.  
• Employee must work effectively under deadlines in a variety of environments and 

elements.  
• Employee must demonstrate ability to make difficult personnel decisions without emotion 

and based on fact.  
 
Considerations 
 
A. Physiological Considerations  

• Frequently sitting and walking.  
• Occasionally balancing, stooping, kneeling, crouching and reaching.  
• May be required to lift and/or move up to 50 pounds of weight when setting up certain 

programs or activities.   
 
B. Environmental Considerations  

• Most activities are performed indoors, in a smoke free environment with controlled 
temperature and lighting.  

• May experience weather conditions while driving to other facilities to attend meetings or 
perform job duties at other facilities. May be exposed to weather conditions assisting 
workers with outdoor functions or supervising outdoor athletic activities. 

• Protective clothing is not required unless a specific project or task requires appropriate 
safety measures such as hearing or eye protection, use of respirators and other 
protective items as needed.  

• Employee may be exposed to a variety of communicable diseases to include exposure 
to the potential of blood borne pathogens in a number of settings and areas within the 
Park District. 

 
C. Cognitive Considerations  

• Employee must have the able to communicate in English, both verbally and in writing.  
• Must have good safety awareness and sound judgment.   
• Employee must possess time management and organizational skills to effectively 

perform his/her job.  
• Employee must demonstrate good customer service skills with the ability to problem 

solve resident or participant complaints.  
• Employee must have the ability to make judgments with respect to confidentiality of 

information and problem solving.  
 
D. Safety Considerations  

• Worker must be able to follow direction from supervisor with safe and effective follow 
through.  

• Worker must be able to use good safety awareness and judgment.  
• Worker must be able to participate in safety related training as required. 

 
 
 
 



Conditions of Continued Employment  
• Provide verification of education.  
• Submit to a pre-placement reference check.  
• Submit to a pre-placement state criminal background check.  
• Submit to a pre-placement physical.  
• Submit to a pre-placement drug testing.  
• Submit proof of date of birth.  
• Provide a copy of driver’s license.  
• Provide driver’s abstract.  
• Submit Proof of eligibility to work in the U.S.  
• Submit to random, reasonable cause and post-accident drug or alcohol testing.  
• Complete six (6) month introductory period satisfactorily.  
• Employee is strongly encouraged but not required to become a resident of the 

Mundelein Park District. 
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Mundelein Park & Recreation District 
Job Description 

 
Job Title:  Cultural Arts & Events Supervisor  
Department:  Recreation 
Supervisor:  Recreation Programs Manager 
Classification: Full-time – Exempt 
 
Summary 
The Recreation Supervisor is responsible for the development, coordination and supervision of 
all the cultural arts programs, special events and parties. This position requires working early 
mornings and late nights, weekends and holidays as needed to successfully carry out the 
essential functions of this job. 
 
Qualifications – Education, Experience and Training 
B.A. or B.S. in Recreation Administration, Education or related field is preferred.  Minimum High 
School Diploma required. Minimum of one year of experience in the field is required. Minimum 
of three years of experience in the field is preferred. Must possess certifications in First Aid and 
CPR/AED within 90 days of employment.  Certification as a Certified Parks and Recreation 
Professional (CPRP) is preferred. Candidate must also possess a valid Illinois class "D" driver's 
license. 
 
Duties and Responsibilities 
 
A. Essential Functions 

• Develop, coordinate, promote, evaluate, market and supervise a comprehensive 
selection of cultural arts programs. Instruct programs and workshops, as needed. 

• Develop, coordinate, promote, evaluate, market and supervise a comprehensive 
selection of special events. 

• Develop, coordinate, promote, evaluate, market and supervise the birthday party 
program. Leads parties, as needed. 

• Ensures proper set up, work requests and clean-up of events and programs.  
• Define personnel and staffing requirements, develop plan to recruit, hire, train, schedule 

and evaluate seasonal and part time staff to include contract employment and volunteers 
for assigned recreational programs and facilities. 

• Prepares seasonal brochure information and creates publicity materials in cooperation 
with the marketing department. 

• Work with marketing staff on the creation of annual marketing plans for areas of 
responsibility. Ensure the timely marketing of programs and events from a strategic 
perspective, including production of flyers, brochures, press releases, social media posts 
and other promotional materials. 

• Prepare the annual budget for program areas, monitor revenue and expenses, make 
purchases, and provide recommendations to supervisor on rate and policy changes.   

• Develop long range recommendations for capital expenses. 
• Order, purchase and coordinate assigned program supplies and equipment. 
• Prepare monthly board report. 
• Continuously seek ways to improve and deliver quality services to both external and 

internal customers. 
• Makes recommendations for changes and improvements to programs, and facilities as 

required to meet the public demand. 



• Deliver quality customer service both internally and externally. 
• Quickly and diplomatically attend to questions, suggestions, and/or complaints received 

from the public and staff. 
• Provide accurate information to patrons in person, via telephone, and electronically and 

be available to troubleshoot any issues, as needed.  
• Adapt recreation programs to meet the needs of individuals in accordance with the 

Americans with Disabilities Act. 
• Monitor records of monies received, participation figures, and expenditures within 

assigned responsibility areas. 
• Participate in professional committees, conferences, workshops and classes to improve 

job knowledge and management skills. 
• Work with community organizations, businesses, and other governmental bodies to 

promote, implement, and improve programs and services. 
• Develop, schedule and implement an annual calendar of in-service trainings.  Ensure 

staff attendance. Produce and update training manuals for staff. 
• Train and practice with staff the medical emergency, evacuation and disaster plan so as 

to be prepared for any and all emergencies.  
• Ensures staff schedules are prepared for areas of responsibility. 
• Process payroll. 
• Perform other related duties as assigned.  

 
B. Marginal Functions 

• Hours will vary including days, nights, weekends, and holidays. 
• Assist in leading instructional programs.  
• Assist with district wide special events and special projects. 
• Make recommendations for special programs, discount rates, and special events. 
• Develop appropriate forms and administrative procedures to compliment the registration 

process. 
• Prepare reports, statistics and evaluations on programs and personnel.  
• Meet with outside agencies and groups.  
• Occasional set up and take down of equipment and supplies for activities and special 

events. 
• Serve on Park District committees as requested. 
• Assist with emergency procedures and building evacuation.  
• Ensure compliance with safety, health, and loss control policies and procedures of the 

Park District. 
• As directed, participate in professional committees, conferences, workshops, and 

classes to improve job knowledge and management skills.  
 
C. Psychological Functions  

• Employee should be able to maintain a positive working relationship with other 
employees.  

• Employee must demonstrate leadership qualities to perform required work.  
• Employee must be able to function in a sometimes fast and ambiguous environment.  
• Employee must work effectively under deadlines in a variety of environments and 

elements.  
• Employee must demonstrate ability to make difficult personnel decisions without emotion 

and based on fact.  
 



Considerations 
 
A. Physiological Considerations  

• Frequently sitting and walking.  
• Occasionally balancing, stooping, kneeling, crouching and reaching.  
• May be required to lift and/or move up to 50 pounds of weight when setting up certain 

programs or activities.   
 
B. Environmental Considerations  

• Most activities are performed indoors, in a smoke free environment with controlled 
temperature and lighting.  

• May experience weather conditions while driving to other facilities to attend meetings or 
perform job duties at other facilities.  

• Protective clothing is not required unless a specific project or task requires appropriate 
safety measures such as hearing or eye protection, use of respirators and other 
protective items as needed.  

• Employee may be exposed to a variety of communicable diseases to include exposure 
to the potential of blood borne pathogens in a number of settings and areas within the 
Park District. 

 
C. Cognitive Considerations  

• Employee must have the able to communicate in English, both verbally and in writing.  
• Must have good safety awareness and sound judgment.   
• Employee must possess time management and organizational skills to effectively 

perform his/her job.  
• Employee must demonstrate good customer service skills with the ability to problem 

solve resident or participant complaints.  
• Employee must have the ability to make judgments with respect to confidentiality of 

information and problem solving.  
 
D. Safety Considerations  

• Worker must be able to follow direction from supervisor with safe and effective follow 
through.  

• Worker must be able to use good safety awareness and judgment.  
• Worker must be able to participate in safety related training as required. 

 
Conditions of Continued Employment  

• Provide verification of education.  
• Submit to a pre-placement reference check.  
• Submit to a pre-placement state criminal background check.  
• Submit to a pre-placement physical.  
• Submit to a pre-placement drug testing.  
• Submit proof of date of birth.  
• Provide a copy of driver’s license.  
• Provide driver’s abstract.  
• Submit Proof of eligibility to work in the U.S.  
• Submit to random, reasonable cause and post-accident drug or alcohol testing.  
• Complete six (6) month introductory period satisfactorily.  



• Employee is strongly encouraged but not required to become a resident of the 
Mundelein Park District. 
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Mundelein Park & Recreation District 
Job Description  

 
Job Title:  Golf Course Superintendent 
Department:  Steeple Chase Golf Club Course 
Supervisor:  Steeple Chase Golf Course Manager 
Classification: Full Time Exempt  

 
Summary 
Under the direction and instruction of the Golf Operations Manager, the Superintendent is 
responsible for supervisory work directing the care and improvement of the golf course grounds 
and facilities.  Work involves responsibility for planning and directing the work of personnel 
engaged in the maintenance and repair of equipment, structures and grounds of the golf course 
and for the supervision of construction activities.  The Superintendent exercises independent 
judgment in carrying out the details of the work program and is responsible for results achieved.  
Work is reviewed through conferences, inspections, written reports, and formal evaluations. 
 
Qualifications 
Graduated from a trade school, college or university with a major in turf management, agronomy 
or related field.  A minimum of six years of responsible experience in golf course maintenance 
operations and four years of supervisory experience.  GCSAA certification or the ability to obtain 
certification within a year. Pesticide Application License is required or must obtain within six 
months of employment. 
 
Proficiency in Microsoft Word and Excel.  Ability to speak Spanish is a plus. 
 
Essential Functions 

• Plans, organizes and supervises personnel engaged in irrigating, mowing, fertilizing, 
watering and spraying the golf course and all other necessary duties involved in 
maintaining the course. 

• Plans and implements a yearly maintenance management program for all tasks to be 
performed including turf management, aeration, fertilization, weed and pesticide control, 
drainage, irrigation, mowing, spraying, seeding, sodding, building improvements, 
mechanical equipment and litter removal.  

• Prepares recommendations for annual golf course maintenance budget requirements 
and administers the budget as adopted by the Park District. 

• Responsible for the employment, training, scheduling and supervision of all personnel 
engaged in the care and maintenance of the golf course grounds and equipment. 

• Develops and maintains a sound program of public relations to provide interest and 
increase the use of the golf facility.   

• Make recommendations to increase golf services offered by the Park District, keeps 
updated to current practices within the golf profession and attends meetings whenever 
possible to maintain communications with the golf industry. 

• Works cooperatively with other park district staff to provide maintenance for scheduled 
special events, tournaments and leagues.  A sound working understanding and 
cooperation must be maintained with all park district departments. 

• Regularly inspects the golf course, buildings and equipment to ensure safe playing and 
working conditions and submits a report to the Golf Operations Manager and Director of 
the inspection. 

• Maintains a system of maintenance records and reports, reviews time keeping system 
for accuracy and completes the necessary reports. 

• Schedules, plans and supervises the planting, growth and maintenance of turf grasses, 
flowers, trees, shrubs and propagation of other plant materials. 

• Directs the eradication and control of turf, plant, and tree diseases and pest controls by 
applications of proper chemicals.  Maintains State of Illinois applicator's license. 

• Directors and supervises the applications and storage for safe and proper handling of all 



 

 

chemicals, fertilizers, and other maintenance supplies used in the operation of the golf 
course.   
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Essential Functions - Continued 

 
• Maintains material safety data records for all golf operations. 
• Works cooperatively with the Parks Department in scheduling the use of equipment, 

construction projects and other special projects. 
• Trains all personnel under his jurisdiction in the property operation, care and 

maintenance of equipment, chemical application, turf and plant maintenance.  Provides 
employee "Right to Know" program. 

• Perform such other duties as required or assigned by the Golf Operations Manager or 
Director. 

• Golf Superintendent shall have no established hours and will be considered on duty at 
all times or as scheduled by the Golf Operations Manager or Executive Director. 

• Participate in professional committees, conferences, workshops and classes to improve 
job knowledge and management skills. 

• Attend as directed the meeting of the Park Board of Commissioners and minimally 
quarterly. 

  
Marginal Functions  
 

• Attend golf course tours/observations with Executive Director when requested. 
• Attend district-wide meetings. 
• Assist staff in the performance of their duties. 
• Serve on in-house committees and attend seminars and training workshops. 
• Understand and use basic current computer operating systems and job-related software 

applications. 
• Operate office equipment including calculator, computer, copier and miscellaneous small 

office equipment. 
• Communicate effectively both verbally and in writing. 
• Provide good customer service internally to fellow staff and externally to customers and 

associates. 
 
Psychological Considerations 
Employee should be able to maintain a positive working relationship with other employees. 
Employee must work effectively under deadlines in a variety of environments and elements. 
Employee must demonstrate leadership qualities to perform required work.  
Employee must demonstrate ability to make difficult personnel decisions without emotion and based 
on fact.  
Employee must demonstrate skills in dealing with media organizations in a wide variety of 
situations, some stressful and emotional.  
Employee must be able to function in a sometimes fast and ambiguous environment. 
Employee must be able to work with other members of senior management and a publicly 
elected Board of Park Commissioners to include presentations and attendance at meetings.  
 
Physiological Considerations 
Frequently sitting and walking. 
Occasionally balancing, stooping, kneeling, crouching and reaching.  
Medium strength of 40 to 50 lbs. 
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Environmental Considerations 
May be required to lift and/or move up to 50 pounds when setting up equipment.   
Employee general work area is outdoors, with uncontrolled temperatures.  
Protective clothing is not required unless a specific project or task requires appropriate safety 
measures such as hearing or eye protection, use of respirators and other protective items as 
needed. 
Employee may be exposed to a variety of communicable diseases to include exposure to the 
potential of blood borne pathogens in a number of settings and areas within the Golf Course 
area.    
 
Cognitive Considerations 
Employee must have the able to communicate in English, both verbally and in writing. 
Employee must possess time management and organizational skills to effectively perform 
his/her job. 
Employee must demonstrate good customer service skills with the ability to problem solve 
resident or participant complaints. 
Employee must have the ability to make judgments with respect to confidentiality of information 
and problem solving. 
Employee must use good safety awareness and judgment in all aspect of the position.  
 
Safety Consideration 
Worker must be able to follow direction from supervisor with safe and effective follow through. 
Worker must be able to use good safety awareness and judgment. 
Worker must be able to participate in safety related training as required. 
 
Conditions of Continued Employment 
Submit proof of date of birth. 
Provide a copy of driver’s license. 
Provide driver’s abstract. 
Submit to a reference check. 
Submit to a state criminal background check. 
Submit to a pre-placement physical. 
Submit to a pre-placement drug testing. 
Submit to random, reasonable cause and post accident drug or alcohol testing. 
Provide verification of education. 
Complete six (6) month introductory period satisfactorily. 
 
Revisions-11-12-2020, 2011 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
Mundelein Park and Recreation District 

Job Description 
 
Job Title:   Planning, Development & Adm. Manager  
Department:  Administration 
Supervisor:  Executive Director 
Status of Employment:   Exempt 
 
Summary  
Under the direction and supervision of the Executive Director is responsible for the 
development, cultivation and implementation of our corporate partners program, and working to 
improve the organizations market position and achieve financial growth. Duties include but not 
limited to: promoting, advertising and generating revenue for the Mundelein Park & Recreation 
District by negotiating and securing mutually beneficial sponsorships, cash donations, 
partnerships, grants and in-kind donations while managing all resources and contacts. Will work 
with internal managers, marketing staff, and other managers to investigate and increase sales 
opportunities and thereby maximize revenue. Coordinate on-site sponsor activities at district 
events and promote the corporate partner program at community-related functions. Manage 
existing clients and ensure they stay satisfied and positive.  
 
Serve as a liaison between the Park District and the Foundation Board. Primary responsibility will 
be to recruit, solicit and secure annual and major gift donations and continuously cultivate 
development relationships to grow and sustain fiscal support for the Park District Foundation.  
 
Coordinate and perform administrative and clerical assistance to Board of Commissioners, 
Executive Director, and Superintendents. 
 
Qualifications – Education, Experience and Training 
A Bachelor’s degree in Planning, Marketing, Public Relations or a related field is preferred or an 
equivalent combination of education and experience. Must exhibit strong verbal and written 
communication skills as well as strong facilitation/presentation skills with a focus on providing 
excellent customer service to both internal and external customers. The ideal candidate will 
possess an outgoing personality with strong sales, networking, relationship building and 
organizational skills with the ability to secure revenue-producing partnerships. Individual must 
have at least three years of experience in business development, sales/marketing or similar role 
with proven success in generating income/sales. Experience within a park district or municipality 
setting preferred. Salesforce experience a plus. Grant writing and/or sponsorship experience a 
plus. Must have the social skills and proclivity to engage business and community leaders as well 
as current and prospective sponsors/donors. Proficient computer skills in Microsoft Office 
programs with the aptitude to learn other systems. Must have a valid Illinois driver’s license and 
be able to provide own transportation.  
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Duties, Responsibilities and Considerations 
 
A.  Essential Functions 
Planning and Development 
 

• Gain knowledge and understanding of District policies and procedures and adhere to 
them at all times. 

• Coordinate district-wide planning projects such as strategic plan, community-wide 
meetings, community input meetings, business plans and bids. 

• Establish a comprehensive framework for the Park District’s Sponsorship Program that 
clearly illustrates benefits and differentiated levels of support. 

• Actively seek out and develop relationships by networking with donors, area 
professionals, community leaders and advisory groups to create and maintain 
partnership and sponsorship contacts for the Park District.  

• Develop solicitation strategies that accompany the Sponsorship Program and work with 
related departments to coordinate proper implementation of the program. 

• Identify, recruit and cultivate current and new donor/sponsorship/business prospects 
interested in developing mutually-beneficial partnerships with the Park District.  

• Act as primary district liaison to all partners, ensuring fulfillment of partnership 
agreement and/or satisfaction with program or event. Identify and resolve partner 
concerns.  

• Work with supervisor and marketing team to create and execute, upon approval, the 
Sponsorship Program Marketing Plan which includes designing materials and brochures, 
drafting solicitation letters, emails and proposals, and assisting with the development 
and maintenance of web pages and social networking sites. 

• Educate, train and provide sales resources to key staff members who will assist with the 
selling of sponsor packages. Reinforce on-going communication and consistency of the 
programs and their benefits. 

• Negotiate agreements with corporate sponsors and vendors. Communicate those details 
to event supervisors and marketing. 

• Provide excellent customer service to partnering businesses, including onsite recognition 
and post event thank you. 

• Together with the Executive Director and Superintendent of Recreation, prepare and 
manage the annual sponsorship budget. 

• Provide timely reporting and key results – status reports, sponsorship database, partner 
communications and post-event follow-through.  

• Maintain all appropriate records including but not limited to: sponsor contacts, 
agreements, contribution records, acknowledgment letters, etc. 

• Identify and develop additional sales opportunities throughout the district to maximize 
sustainable growth (i.e. sports field signage, etc.). 

• Identify, recruit and cultivate new donor prospects to meet the needs of the Foundation 
and District. Cultivate existing donor relationships to achieve high rate of donor retention. 

• Actively work to solicit major gifts from individual, corporate and foundation donors. 
• Develop a comprehensive fund-raising program to support the mission of the Park 

District Foundation. 
• Complete weekly contact reports. 
• Establish and implement fund raising goals and priorities on an annual basis. 
• Oversee, coordinate and implement the content, design and production of direct-mail 

and electronic appeals and design of newsletters, opportunities for giving including 
annual appeal letter, and all donor and committee volunteer recognition through the Park 
District task channels with the Marketing Manager. 

• Maintain active contacts with donors, potential donors, area non-profits, and community 
leaders. 
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• Collaborate with the Executive Director, Foundation President and Foundation Board to 
establish fund raising goals and priorities on an annual basis and in conjunction with the 
strategic plan of the Foundation. 

• Plan and support programs and events intended to promote and increase philanthropic 
support for the Foundation. Clearly articulate the mission and vision for both the 
Foundation and District, and increase their visibility and awareness in the community. 

• Achieve annual predetermined fundraising goals in order to ensure the Foundation is 
fully funded. 

• Promote the involvement of community leaders and other advocates of the Park District 
in enhancing the image and visibility of the Park District and the Foundation. 

• Develop, plan and execute the Foundation’s fundraising events upon approval by the 
Board.  

• Plan and evaluate ongoing and long-range development efforts with the Executive 
Director. 

• Assist Foundation Board in researching and developing new initiatives, determining 
goals and objectives, and strategy to expand and revitalize Foundation. 

• Develop measurable indicators to monitor important strategic initiatives to include 
increasing planned giving, endowments and memorial giving for the Foundation. 

• Coordinate Foundation initiatives with Park District divisions and/or departments. 
• Maintain all appropriate records including but not limited to: donor/sponsor contacts, 

agreements, contribution records, donor acknowledgment letters, etc. 
• Develop and manage development budget for the Foundation. 
• Investigate and solicit private monetary contributions through annual fund drives, 

planned and deferred giving, capital and major campaigns, endowment development, 
special events and business partnerships. 

 
 
Administration 

• Maintain security of confidential files and records. 
• Compile, coordinate and promote bid packages. 
• Coordinate Distinguished Accreditation materials 
• Compile and submit Records Retention. 
• Coordinate and deliver the district-wide mail. 
• Compile and input data for reports and budget documents. 
• Create and/or update, assemble and update agendas, letters, minutes, charts, reports, 

forms, lists and/or ordinances/resolutions. 
• Update and maintain administrative files and central filing system. 
• Answer, screen, log and route messages and correspondence accordingly. 
• Create and post agendas for meetings to include but not limited to: committee of whole, 

board of commissioners, special meetings, adjourned meetings, public meetings, employee 
meetings, etc. 

• Assist with the filing of county, state and federal reports with respective agencies as 
required by law. 

• Coordinate and process travel arrangements for board members and director. 
• Sort and distribute mail.  
• Attend pertinent departmental/park district meetings and in-house training sessions. 
• Conduct self-according to the policies and procedures as established by the park district. 
• Participate in park district safety and training program to ensure that work performed and 

services provided are implemented in a safe manner. 
• Perform other related duties as assigned. 
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B. Marginal Functions 

• Assist staff in the performance of their duties. 
• Serve on in-house committees and attend seminars and training workshops. 
• Understand and use basic current computer operating systems and job-related software 

applications. 
• Operate office equipment including calculator, computer, copier and miscellaneous small 

office equipment. 
• Maintain and control access to confidential files. 
• Communicate effectively both verbally and in writing. 
• Provide good customer service internally to fellow staff and externally to customers and 

associates. 
•    Develop knowledge regarding compliance and best practices with Association of 

Fundraising Professionals and the Better Business Bureau Standards for Charity 
Accountability. 

• Develop knowledge of tax strategies for not for profits and philanthropic gifts. 
 
 
C. Psychological Considerations 

• Effectively under stress of deadlines and complaints. 
• Independent. 
• Under supervision and direction of supervisor(s). 
• Cooperatively with fellow staff, general public, contractors, community groups, and media in a 

proper manner. 
• Employee should be able to maintain a positive working relationship with other 

employees. 
• Employee must work effectively under deadlines in a variety of environments and 

elements. 
• Employee must demonstrate leadership qualities to perform required work.  
• Employee must demonstrate ability to make difficult personnel decisions without emotion and 

based on fact.  
• Employee must be able to function in a sometimes fast and ambiguous environment. 
• Employee must be able to work with other members of senior management and a 

publicly elected Board of Park Commissioners.  
 
D. Physiological Considerations 

• May frequently be required to walk, sit, talk and hear. 
• May frequently be required to use hands and/or fingers, handle, feel or operate objects, 

tools, or controls; and reach with hands and arms.  
• May occasionally be required to climb or balance, stoop, kneel, crouch or crawl. 
• May occasionally be required to lift and/or move up to 25 pounds. 
• May be in awkward or difficult positions resulting in physical fatigue. 
• Must have specific vision abilities required for this job: close vision, distance vision, color 

vision, peripheral vision, depth perception, and the ability to adjust focus. 
 

E. Environmental Considerations 
• Occasionally in and out of controlled temperatures throughout the day. 
• Occasionally exposed to elevated noise levels produced from landscape maintenance 

equipment and/or power tools. 
• Occasionally at job sites where dust, pollens, molds, etc may be present. 
• Involved in repetitive work (i.e. computer keyboard, writing, hand). 
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F. Cognitive Considerations 

• Employee must have the able to communicate in English, both verbally and in writing. 
• Employee must possess time management and organizational skills to effectively 

perform his/her job. 
• Employee must demonstrate good customer service skills with the ability to problem 

solve resident or participant complaints. 
• Employee must have the ability to make judgments with respect to confidentiality of 

information and problem solving. 
• Employee must use good safety awareness and judgment in all aspect of the Train 

and/or pass on other prudent safety and other work-related practices to co-workers. 
• Use basic math, reading and writing skills. 
• Follow step-by-step procedures and obtain appropriate end results. 
• Exhibit good problem-solving abilities. 
• Analyze data to create reports, make recommendations, and strategize appropriate 

follow-up. 
• Communicate effectively and respond appropriately to the needs of internal and external 

contacts.  
• Project a positive image and neat appearance to visitors of the park district. 

       
G. Safety Considerations 

• Worker must be able to follow direction from supervisor with safe and effective follow 
through. 

• Worker must be able to use good safety awareness and judgment. 
• Worker must be able to participate in safety related training as required. 

 
Conditions of Continued Employment 

• Provide verification of education. 
• Submit to a pre-placement reference check. 
• Submit to a pre-placement state criminal background check. 
• Submit proof of date of birth. 
• Provide a copy of driver’s license. 
• Provide driver’s abstract. 
• Submit Proof of eligibility to work in the U.S. 
• Submit to random, reasonable cause and post-accident drug or alcohol testing. 
• Complete six (6) month introductory period satisfactorily. 
• Employee is strongly encouraged but not required to become a resident of the 

Mundelein Park District. 
 
 
 
Updated:  01-17-21, 10-21-20, 10-19-20,  
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Mundelein Park & Recreation District 
Job Description 

 
Job Title:  Recreation Programs Manager 
Department:  Recreation 
Supervisor:  Superintendent of Recreation 
Classification: Full Time – Exempt 
 
Summary 
The Recreation Program Manager is responsible for the direction of programs and services in 
the areas of active adults 50+, athletics, cultural arts, dance, events, general recreation, and 
school-age programming. Responsibilities also include the management of various facilities 
used for activities; including Dunbar Recreation Center, Kracklauer Dance Studio, Regent 
Center and a seasonal ice rink. Work hours may fluctuate from normal business hours based on 
supervision needs of programs and special events; evening and/or weekend work may apply. 
 
Qualifications – Education, Experience and Training 
B.A. or B.S., degree in Recreation Administration, Business Administration, or related field is 
required.  Minimum of three years of full-time experience in the field of recreation is required.  
Must possess certifications in First Aid and CPR/AED within 90 days of employment. 
Certification as a Certified Parks and Recreation Professional (CPRP) is preferred.  
 
Duties and Responsibilities 
 
A. Essential Functions 

• Supervise the work of Recreation Supervisors and staff within area of assigned 
responsibility.  

• Define personnel and staffing requirements; develop plan to recruit, hire, and train 
necessary staff to for assigned areas of responsibilities. 

• Conduct staff meetings and trainings to provide information and guidance to staff; create 
training material as needed. 

• Mentor, coach and direct staff with goals to provide quality programs, performance and 
professional development and growth. 

• Make recommendations on personnel matters involving recreation staff to the 
Superintendent of Recreation.  

• Oversee the schedule and use of facilities to ensure the most efficient and effective use 
of resources and staff, including the preparing of contracts, and working with schools 
and affiliate organizations to coordinate programs, rentals and events.  

• Within areas of responsibility research, develop, evaluate and direct a comprehensive 
selection of recreation programs and services in accordance with industry trends and 
needs of the community.  

• Provide strategic direction to staff to develop and implement programming to meet 
community needs. 

• Create, analyze and evaluate performance reports for programming and facility usage; 
including future trends and improvements.  

• Adapt recreation programs to meet the needs of individuals in accordance with the 
Americans with Disabilities Act. 

• Work with Community Operations Manager and Superintendent of Recreation to 
administer the Park District’s scholarship program. 

• Oversee program and/or event contracts and agreements; confirm proper documents 
are received and meet the Park District’s contractual and insurance specifications 
ensure terms of contract are being followed; coordinate internal efforts in accordance 
with the contract terms to meet service needs.  

• Provide guidance, set deadlines and assist in the creation of the Park District periodic 
brochure of public activities and programs. 
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Assist Community Operations Manager with the input of program information for seasonal 
brochures into the registration database. 
 
 

• Assist subordinate staff with the creation of annual marketing plans for areas of 
responsibility. Ensure the timely marketing of programs and events from a strategic 
perspective, including production of flyers, brochures, press releases, social media posts 
and other promotional materials.  

• Prepare and oversee the entire budget process from planning to execution and 
evaluation for assigned facilities and programs, with emphasis on timeliness and 
accountability. 

• Prepare cost analysis budgeting of programs and activities. 
• Prepare reports, statistics and evaluations on programs and personnel. 
• Develop long range recommendations for capital expenses.  
• Manage and directly supervise all payroll activities for areas of responsibility. 
• Ensure staff plans for and purchases supplies for programming needs in a fiscally-

responsible manner; processes invoices and reconciles receipts for purchases in 
accordance with deadlines and the Park District’s Purchasing Policy.  

• Monitor records of monies received, participation figures, and expenditures within 
assigned responsibility areas.  

• Submit timely and accurate reports to include input for information to be delivered to the 
Park Board of Commissioners. 

• Continuously seek ways to improve and deliver quality services to both external and 
internal customers.  

• Quickly and diplomatically attend to questions, suggestions, and/or complaints received 
from the public.  

• Participate in community meetings and organizational planning as requested. 
• Train and practice with staff the medical emergency, evacuation and disaster plan so as 

to be prepared for any and all emergencies.  
• Ensures facility safety inspections, within areas of responsibility, are conducted as well 

as other periodic inspections as assigned. 
• Perform other related duties as assigned. 

 
B. Marginal Functions 

• Hours will vary including days, nights, weekends, and holidays. 
• Assist with district wide special events and special projects. 
• Develop appropriate forms and administrative procedures to compliment the registration 

process. 
• Make recommendations for special programs, discount rates, and special events. 
• Serve on Park District committees as requested. 
• Assist with emergency procedures and building evacuations.  
• Ensure compliance with safety, health, and loss control policies and procedures of the 

Park District. 
• As directed by Superintendent of Recreation, participate in professional committees, 

conferences, workshops, and classes to improve job knowledge and management skills.  
 
C. Psychological Functions  

• Employee should be able to maintain a positive working relationship with other 
employees.  

• Employee must demonstrate leadership qualities to perform required work.  
• Employee must be able to function in a sometimes fast and ambiguous environment.  
• Employee must work effectively under deadlines in a variety of environments and 

elements.  
• Employee must demonstrate ability to make difficult personnel decisions without emotion 

and based on fact.  
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Considerations 
 
 
A. Psychological Considerations 

• Employee should be able to maintain a positive working relationship with other 
employees. 

• Employee must demonstrate leadership qualities to perform required work. 
• Employee must be able to function in a sometimes fast and ambiguous environment. 
• Employee must work effectively under deadlines in a variety of environments and 

elements. 
• Employee must demonstrate ability to make difficult personnel decisions without emotion 

and based on fact. 
• Employee must demonstrate skills in dealing with media organizations in a wide variety 

of situations, some stressful and emotional. 
• Employee must be able to work with other members of senior management and a 

publicly elected Park Board of Commissioners to include presentations and attendance 
at meetings. 

 
 
B. Physiological Considerations 

• May frequently be required to walk, sit, talk and hear.  
• May occasionally be required to climb or balance, stoop, kneel, crouch or crawl. 
• May be required to lift and/or move up to 50 pounds. 
• Must have specific vision abilities required for this job: close vision, distance vision, color 

vision, peripheral vision, depth perception, and the ability to adjust focus.  
 
Environmental Considerations 

• Most activities are performed indoors, in a smoke free environment with controlled 
temperature and lighting.   

• May experience weather conditions while driving to other facilities to attend meetings or 
perform job duties at other facilities.  

• Protective clothing is not required unless a specific project or task requires appropriate 
safety measures such as hearing or eye protection, use of respirators and other 
protective items as needed.  

• Employee may be exposed to a variety of communicable diseases to include exposure 
to the potential of blood borne pathogens in a number of settings and areas within the 
Park District. 

 
Cognitive Considerations 

• Employee must have the ability to communicate in English, both verbally and in writing. 
• Employee must possess computer skills.  
• Employee must possess time management and organizational skills to effectively 

perform his/her job.  
• Employee must demonstrate excellent customer service skills with the ability to problem 

solve resident or participant complaints.  
• Employee must have the ability to make judgements with respect to confidentiality of 

information and problem solving.  
 
Safety Consideration 

• Worker must be able to follow direction from supervisor with safe and effective follow 
through. 

• Worker must be able to use good safety awareness and sound judgment. 
• Worker must be able to participate in safety related training as required. 
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Conditions of Continued Employment 
• Provide verification of education.
• Submit to a pre-placement reference check.
• Submit to a pre-placement state criminal background check.
• Submit to a pre-placement physical.
• Submit to a pre-placement drug testing.
• Submit proof of date of birth.
• Provide a copy of driver’s license.
• Provide driver’s abstract.
• Submit Proof of eligibility to work in the U.S.
• Submit to random, reasonable cause and post-accident drug or alcohol testing.
• Complete six (6) month introductory period satisfactorily.
• Employee is strongly encouraged but not required to become a resident of the

Mundelein Park District.

Draft 2021 



Mundelein Park & Recreation District 
Job Description 

Job Title: School-Aged Programs Supervisor 
Department:  Recreation 
Supervisor:  Recreation Programs Manager  
Classification: Full Time-Exempt 

Summary 
The Recreation Supervisor is responsible for the development, coordination and supervision of 
the before and after school program, including school days off programs; summer camp, and 
miscellaneous school-age child care programs. This position requires working early mornings 
and late nights, weekends and holidays as needed to successfully carry out the essential 
functions of this job.   

Qualifications – Education, Experience and Training 
B.A. or B.S. in Recreation Administration, Education or related field is preferred.   
Minimum High School Diploma required. 
Minimum of one year of experience in the field is required. Minimum of three years of 
experience in the field is preferred.  
Must possess certifications in First Aid and CPR/AED within 90 days of employment.  
Certification as a Certified Parks and Recreation Professional (CPRP) is preferred. 
Candidate must also possess a valid Illinois class "D" driver's license. 

Duties and Responsibilities 

A. Essential Functions
• Develop, coordinate, promote, evaluate and supervise all aspects of the Rec Connection

program, including school days off programs.
• Develop, coordinate, promote, evaluate and supervise summer day camp.
• Organize and maintain all required registration forms and documents. Maintain monthly

tuition payments and track unpaid tuition.
• Coordinate throughout the year with schools and district office regarding students enrolled.
• Plans and executes special events and projects as assigned.
• Define personnel and staffing requirements, develop plan to recruit, hire, train, schedule

and evaluate seasonal and part time staff to include contract employment and volunteers
for assigned recreational programs and facilities.

• Prepares seasonal brochure information and creates publicity materials in cooperation
with the marketing department.

• Work with marketing staff on the creation of annual marketing plans for areas of
responsibility. Ensure the timely marketing of programs and events from a strategic
perspective, including production of flyers, brochures, press releases, social media posts
and other promotional materials.

• Prepare the annual budget for program areas, monitor revenue and expenses, make
purchases, and provide recommendations to supervisor on rate and policy changes.

• Develop long range recommendations for capital expenses.
• Order, purchase and coordinate assigned program supplies and equipment.
• Prepare monthly board report.
• Continuously seek ways to improve and deliver quality services to both external and

internal customers.
• Makes recommendations for changes and improvements to programs, and facilities as

required to meet the public demand.
• Deliver quality customer service both internally and externally.



• Quickly and diplomatically attend to questions, suggestions, and/or complaints received
from the public and staff.

• Provide accurate information to patrons in person, via telephone, and electronically and
be available to troubleshoot any issues, as needed.

• Adapt recreation programs to meet the needs of individuals in accordance with the
Americans with Disabilities Act.

• Monitor records of monies received, participation figures, and expenditures within
assigned responsibility areas.

• Participate in professional committees, conferences, workshops and classes to improve
job knowledge and management skills.

• Work with community organizations, businesses, and other governmental bodies to
promote, implement, and improve programs and services.

• Develop, schedule and implement an annual calendar of in-service trainings.  Ensure
staff attendance. Produce and update training manuals for staff.

• Train and practice with staff the medical emergency, evacuation and disaster plan so as
to be prepared for any and all emergencies.

• Ensures staff schedules are prepared for areas of responsibility.
• Process payroll.
• Perform other related duties as assigned.

B. Marginal Functions
• Hours will vary including days, nights, weekends, and holidays.
• Assist in leading instructional programs.
• Assist with district wide special events and special projects.
• Make recommendations for special programs, discount rates, and special events.
• Develop appropriate forms and administrative procedures to compliment the registration

process.
• Prepare reports, statistics and evaluations on programs and personnel.
• Meet with outside agencies and groups.
• Occasional set up and take down of equipment and supplies for activities and special

events.
• Serve on Park District committees as requested.
• Assist with emergency procedures and building evacuation.
• Ensure compliance with safety, health, and loss control policies and procedures of the

Park District.
• As directed, participate in professional committees, conferences, workshops, and

classes to improve job knowledge and management skills.

C. Psychological Functions
• Employee should be able to maintain a positive working relationship with other

employees.
• Employee must demonstrate leadership qualities to perform required work.
• Employee must be able to function in a sometimes fast and ambiguous environment.
• Employee must work effectively under deadlines in a variety of environments and

elements.
• Employee must demonstrate ability to make difficult personnel decisions without emotion

and based on fact.



Considerations 

A. Physiological Considerations
• Frequently sitting and walking.
• Occasionally balancing, stooping, kneeling, crouching and reaching.
• May be required to lift and/or move up to 50 pounds of weight when setting up certain

programs or activities.

B. Environmental Considerations
• Most activities are performed indoors, in a smoke free environment with controlled

temperature and lighting.
• May experience weather conditions while driving to other facilities to attend meetings or

perform job duties at other facilities.
• Protective clothing is not required unless a specific project or task requires appropriate

safety measures such as hearing or eye protection, use of respirators and other
protective items as needed.

• Employee may be exposed to a variety of communicable diseases to include exposure
to the potential of blood borne pathogens in a number of settings and areas within the
Park District.

C. Cognitive Considerations
• Employee must have the able to communicate in English, both verbally and in writing.
• Must have good safety awareness and sound judgment.
• Employee must possess time management and organizational skills to effectively

perform his/her job.
• Employee must demonstrate good customer service skills with the ability to problem

solve resident or participant complaints.
• Employee must have the ability to make judgments with respect to confidentiality of

information and problem solving.

D. Safety Considerations
• Worker must be able to follow direction from supervisor with safe and effective follow

through.
• Worker must be able to use good safety awareness and judgment.
• Worker must be able to participate in safety related training as required.

Conditions of Continued Employment 
• Provide verification of education.
• Submit to a pre-placement reference check.
• Submit to a pre-placement state criminal background check.
• Submit to a pre-placement physical.
• Submit to a pre-placement drug testing.
• Submit proof of date of birth.
• Provide a copy of driver’s license.
• Provide driver’s abstract.
• Submit Proof of eligibility to work in the U.S.
• Submit to random, reasonable cause and post-accident drug or alcohol testing.
• Complete six (6) month introductory period satisfactorily.
• Employee is strongly encouraged but not required to become a resident of the

Mundelein Park District.

Updated 2021 



BOARD MEMORANDUM 

January 25, 2021 Regular Board Meeting Agenda Item 

To: Board of Commissioners 

From: Ron Salski, Executive Director 

Date: January 19, 2021 

Subject: Approve of Organizational Chart 

______________________________________________________________________________ 

Background 
The Board is required to approve the Organizational Chart.  The Organizational Chart will be 
reviewed and approved on an annual basis in January.   

Analysis/Considerations 
In 2019, the district revised some position titles and Executive Director Salski realigned specific 
areas.  Over the past several months, staff has budgeted for new positions, evaluated position 
titles and realized some titles are inconsistent district-wide.  In particular, “supervisor” and 
“manager” were being used interchangeably when there is a distinct different.  After careful 
review, the following positions/names were revised and/or added to the Organizational Chart: 

Recommendation 
To approve the revisions as presented. 

Action and Motion Requested 
Move to approve the Organizational Chart as presented. 

Attorney FOIA Officer
Custodian - 2nd Shift Grounds Maintenance Manager
Marketing Coordinator Building Maintenance Manager
Recreation Programs Manager IT Specialist
School-Age Programs Supervisor Athletics Supervisor
Cultural Arts & Events Supervisor Adulst 50+ Supervisor
Aquatics Supervisor Acccounting Specialist
Accounting Payable Specialist



Organizational Chart

January 2021
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MUNDELEIN PARK &
RECREATION DISTRICT

BOARD MEMORANDUM 

January 25, 2021 Regular Board Meeting Agenda Item 

To: Board of Commissioners 

From: Ron Salski, Executive Director 

Christa Lawrence, Marketing Manager 

Date: January 21, 2021 

Subject: Approve of Program Brochure Printing Bid 

______________________________________________________________________________ 

Background 

Park Districts are required to bid projects over $25,000.  Even though each season is less than 

$25,000, the Park & Recreation District is required to bid the project as the seasons are 

considered a cumulative amount within a full year. 

Analysis/Considerations 

The Park & Recreation District budgeted $37,200 for the brochure.    Below are the results of the 

bids received and staff recommends selecting the lowest bid, Paulson Press.   

Our current vendor, Paulson Press, provides the Park District with excellent quality and service. 

Recommendation 

To approve the low bidder, Paulson Press, with allowing the Executive Director to increase 

number of pages and printed brochures if necessary, as long as expense is within budget. 

Action and Motion Requested 

Move to accept the Paulson Printing Bid for three years and authorize the Executive Director to 

approve any increases number of pages and printed brochures.  

Brochure 2021-2022 2022-2023 2023-2024

Summer 16,261.00$   16,261.00$   16,261.00$   

Fall 14,041.00$   14,041.00$   14,041.00$   

Winter/Spring 16,261.00$   16,261.00$   16,261.00$   

Total Base Bid 46,563.00$ 46,563.00$ 46,563.00$ 

FCL Printing

Brochure 2021-2022 2022-2023 2023-2024

Summer 10,850.00$ 11,500.00$ 12,000.00$ 

Fall 9,800.00$   10,500.00$ 11,000.00$ 

Winter/Spring 10,850.00$ 11,500.00$ 12,000.00$ 

Total Base Bid 31,500.00$ 33,500.00$ 35,000.00$ 

Paulson Press



 

 
 

      

BOARD MEMORANDUM 
 

January 25, 2021 Regular Board Meeting Agenda Item 

 
To: Board of Commissioners 

From: Ron Salski, Executive Director 
 Christa Lawrence, Marketing Manager 

Date: January 18, 2021 

Subject: Approve of New Marquee Bid 
______________________________________________________________________________ 
 
Background 
By law, Park Districts are required to bid projects over $25,000.  The current marquee is 16 years 
old and been experiencing significant technical issues.  The digital board has outdated 
technology and near its useful life such as: 

• District is unable to put the whole phone number or website on a line because the pixel 
pitch is too large. 

• District cannot put images on to have a branded message. For example, on a new board, it 
can match the banners of the website and social media. 

• Existing software limits scheduling.  The District cannot easily schedule the software to 
start and stop a message or indicate which message should show up more than another. 

• Lack of clear messages. 
• The outdated electronic board has a limited number of characters that can be displayed at 

any time. This means that a message might take three screens and thus a viewer does not 
get the entire message. 

In order to add/change content, a service call is required and costs $310 each time.  With the 
number of changes daily/weekly, this means that there is either out-of-date information.  Or, it 
requires spending a lot of money to continually update which is done on their availability, not the 
district’s timeline.  
 
Due to these issues, staff began researching options and pricing in 2019 with the assistance of an 
Architect.  In May, 2020, Executive Director Salski made a decision to retain a different 
Architect and authorized Jeff Braun, Cody Braun, to assist with design, bidding and project 
oversight.   
 
 



Key aspects of a new digital board include: 

• Wider Screen
• Higher Resolution
• Newer technology does not rely on buried optic cable.

Marketing Manager Lawrence, Jeff Braun and Executive Director Salski started to research 
design and construction of a new Marquee to provide a more modern design and utilize new 
technology.  There were three designs and attached design is the recommended design.  
Additionally, there were various digital boards and specs were developed.  The current digital 
board is 44” x 112” (3’8” x 9’4”).   

A bid packet was developed and advertised.  Some key details are below: 

• New digital board will be 3’5” x 10’3”.
• Alternate was included in case the concrete base is damaged.
• Building and Grounds Department will demo the existing marquee.

Analysis/Considerations 
The Park & Recreation District budgeted $35,000 for the marquee with RUSH Physical Therapy 
committed to paying $25,000 and willing to contribute $10,000 more pending revised agreement 
terms.  Seventeen contractors picked up bids with five returning bids.  Below are the results of 
the bids received: 

Staff will adjust the Capital Maintenance expenses and reduce/eliminate another project to 
commit to this particular project.  Tandem Construction is the low bidder.  Jeff Braun, Architect, 
has checked references and verified the bid with Tandem Construction.  Tandem Construction 
completed a similar project with Batavia Park District and retained for a second project. 

Recommendation 
To approve the low bidder, Tandem Construction, with alternate not to exceed $90,000 allowing 
the Executive Director and Cody Braun to make a final decision whether to execute the alternate. 

Action and Motion Requested 
Move to accept the Bid with Tandem Construction with alternate not to exceed $90,000 allowing 
the Executive Director and Cody Braun to make a final decision whether to execute the alternate. 

Tandem 
Construction

Czervik 
Construction

K Kersey
Construction 

Co.
Parvin-Clauss 
Sign Company

Intergral 
Construction

Base Bid $72,569 $90,420 $104,208 $91,835 $93,200
Alternate $10,000 $26,000 $43,765 $36,165 $20,000
Total Bid $82,569 $116,420 $147,973 $128,000 $113,200



 

 
 

 

MUNDELEIN PARK &
RECREATION DISTRICT

      

BOARD MEMORANDUM 

 

January 25, 2021 Regular Board Meeting Agenda Item 

 

To: Board of Commissioners 

From: Ron Salski, Executive Director 

 Debbie McInerney, Superintendent 

Date: January 21, 2021 

Subject: Approve of Personnel Policy Manual – Section 10.3 Wellness Incentive Program 

- Revision 

______________________________________________________________________________ 

 

Background 

The Mundelein Park & Recreation District offers all full time employees a Wellness Incentive 

Program.  This program awards up to an additional 32 hours of pay per year, based on the use of 

sick time. 

 

Analysis/Considerations 

The Wellness Incentive Program administration is a manual process, requiring detailed tracking 

and reconciliation.  The new timekeeping system, NOVAtime, has automated this process, 

however, the software uses the number of days without a sick day to determine the incentive, 

instead of months, as the policy states. 

 

Recommendation 

Staff recommends updating policy 10.3 to evaluate the sick incentive periods using 120 days 

instead of four months, and 360 days instead of 12 months.  The proposed updated policy is 

attached. 

 

Action and Motion Requested 

Move to approve Personnel Policy 10.3, Wellness Incentive Program revisions as presented in 

the attached document. 



Section 10: Wellness Incentive Program 

10.3 Wellness Incentive 
Program 

The Mundelein Park & Recreation District offers all full-
time employees a Wellness Incentive Program. During 
each four (4) month 120 day period in which an employee 
does not use sick time, he/she shall be paid an extra eight 
(8) hours of pay at his/her regular hourly rate of pay.
These four (4) month 120 day periods will be measured
either from the date of the employee’s last use of sick time
or from the employee’s anniversary date. In addition,
employees who do not use any sick time during a twelve
(12) month 360 day period measured either from their last
use of sick leave or their anniversary date shall receive an
additional eight (8) hours pay at their regular hourly rate
of pay. Employees are thus eligible for a total of four (4)
additional days of pay (32 hours) at their regular hourly
rate of pay over the course of any twelve (12) month 360
day period measured either from the employee’s
anniversary date or the date of the employee’s last use of
sick time. While the Mundelein Park & Recreation
District encourages employees to maintain their health
and take advantage of this program, no employee should
knowingly come to work sick or injured. While we hope
that all of our employees remain well and healthy, we
recognize that, at times, an employee must use sick time
to recover from an illness or injury.

Page 194 



MUNDELEIN PARK &
RECREATION DISTRICT

ADMINISTRATION 

To:  Board of Commissioners 

From:  Ron Salski, Executive Director 

Subject:   Administration Department Report – January 2021 

General 

There is a TIF IV meeting on January 25 at 6:30 p.m. Executive Director Salski will attend prior to the 

Committee meeting.  Additionally, there is a public hearing on February 10.   

The following administrative projects have started: 

 Procedures

 Policies

 Five-Year Financial Forecast

Executive Director Salski and Superintendent Solberg are researching options to reduce 

consultant/engineering expenses significantly with specific projects through the use of a part-time planner 

or contractor. 

Grants 

Manager Ouimet and Executive Director Salski are interviewing Grant Consultants/Advisors with an 

expectation to apply for 2-4 grants in 2021 in the following areas:  Adults 50+, Natural Areas/Parks, and 

Early Childhood.   

Sponsorships 

Manager Ouimet has been sending out thank you letters and making phone calls for 2021. It is anticipated 

to be a challenging year resulting in a refocus of contacts. 

Mundelein Parks Foundation 

The 2020 Foundation final year-end balance was $23,570.11. In December, the Foundation received 

Amazon Smile deposits totaling $226.21. Checks totaling $12,832.00 were written to the District for the 

reimbursement of E-Learning scholarship requests, and technology equipment was purchased from the 

funds received through the Healthy Minds, Healthy Bodies grant.  

In February, Executive Director Salski and staff will begin searching for two professionals to become a 

part of the Foundation Board.  

SRACLC 

Attached are 2020 Program Participant statistics. 





 

 
 

MUNDELEIN PARK &
RECREATION DISTRICT

      

STEEPLE CHASE GOLF CLUB - GOLF OPERATIONS & MAINTENANCE 

To: Board of Park Commissioners 

 

From: Bill Brolley, Golf Operations Manager 

 

Subject: Board Report – January 2021 

 

 

GOLF OPERATIONS               

                                                                             2020                       2019 

Golf Revenue (Dec. Totals)              $            0              $          68 

Merchandise (Dec. Totals)   $     5,021          $     3,561 

Food & Bev. (Dec. Totals)   $            0    $          28 

Miscellaneous (Dec. Totals)     $            0   $            0 

Gift Card (Dec. Totals)   $     7,209   $     8,362 

Total Rev. for the month of December    $   12,230      $   12,019 

 

        

Golf Revenue (y.t.d.)    $1,073,806     $1,002,783 

Merchandise (y.t.d.)    $     93,683                  $     90,809 

Food & Bev. (y.t.d.)    $   143,270       $   176,964 

Miscellaneous (y.t.d.)    $       6,558   $       9,705 

Gift Card (y.t.d.)    $     28,965   $     29,752 

Total Rev. (Y.T.D. )    $1,346,282      $1,310,013 

 

 

Rounds 

                                                         2020      2019   

  

Paid      23,181    21,109 
Loyalty Redeemed Rounds     3,188      2,864 

Golf Now Rounds      1,265      1,075 

   Total   $27,637   $25,048 

 

  

      Budgeted   Actual 
Net of Revenue and Expenditures   $53,762   $118,813 
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We were up in revenue in December by $159 over December 2019, which at that time was our 

second highest revenue since 2000.  The average revenue in December is $4,800.    Total 

revenue for 2020 was up $36,259 over the total revenue for 2019.  The pro shop merchandise 

revenue for 2020 was the highest merchandise revenue that we have had since 2000, even with 

being closed down all of April and all but 3 days of May. 

 

We were up a little over 2,000 paid rounds over 2019, and about 2,600 total rounds which 

consists of paid rounds, Loyalty Redeemed Rounds, and Golf Now Rounds.  The “Loyalty 

Redeemed Rounds” are rounds our Loyalty Members have earned throughout the year by 

purchases they have made with green fees or merchandise.  “Golf Now” rounds are trade times 

that they have for hosting our website and point of sale system. 

 

We exceeded our overall bottom line compared to budgeted expectations by $65,051. 

 

We are currently conducting the interview process for the Golf Course Superintendent position. 

 

The Sky Trak simulator has been working out fine. We had customers in just about every day 

hitting balls and buying some clubs. We sent out emails to our loyalty members advertising our 

weekly tournaments on the simulator.  The tournament series begins the week of January 25
th

. 

 

 

GOLF MAINTENANCE 
 

Our maintenance staff is down to three for the winter months and will be this way until the 

weather breaks in March/April. At that time we will look to bring in some of the seasonal crew 

to start the new season. As of January 18
th

 we have posted a job on indeed looking for more 

seasonal employees. We have posted there in the past and have had some success finding staff 

but it hasn’t always gone as planned. I will look to post on the park district website and reach out 

to contacts in the turf industry.  

 

After coordinating with golf operations we were able to schedule our greens maintenance for this 

upcoming season. Joe Marley Inc. has handled this process annually. They will be out in April 

and September for our deep tine aerification, and in June, July, and August for our needle 

tine/venting during the summer.   

 

Next week we have an important meeting with a company regarding our acid injection system. 

For the last 2 years we have not been running the system because the company went out of 

business. Our current system is 21 years old so it has become an issue for companies to work on. 

I am hopeful that we can figure out a solution because this treatment is necessary to neutralize 

our high Ph water.  
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Bill Sizemore returned to work January 4
th

 and is handling most of the restoration of our course 

accessories. This is a very time consuming process and takes most of the winter to finish. 

 

Mechanic Rick Hanzel has been working on getting our equipment ready for the season. He 

performs both routine maintenance and any major repairs that need to be done. His hard work 

and dedication to the equipment keeps them running longer.  

 



 

 
 

 

MUNDELEIN PARK &
RECREATION DISTRICT

      

BUILDINGS AND GROUNDS 

To:  Board of Commissioners  

From:  Derek Solberg, Superintendent of Buildings and Grounds 

Subject:  Board Report – January 2021 

  

The maintenance facility office continues to be renovated because the space had water damage 

issues.  Storage space has been updated, more efficient lighting has been installed and it has been 

painted.  Building repair requests in all district buildings are generated by users and the monthly 

inspection process.  There is a constant flow of items to address.  Planning of building projects 

that are included in the 2021 budget is underway so that some may be completed at the earliest 

opportunity.    

 

A position is being created in 2021 for a 2
nd

 shift custodian.  This employee will work closely 

with custodian Elizabeth Bedolla and Building Managers in an effort to increase the frequency 

that each site is attended to and allow for more deep cleaning.   

 

Grounds care is centered on working through the tree work list which builds over the course of 

the year.  While there are situations that require immediate attention throughout each year, the 

work is delayed until winter as much as possible.  Natural areas management is ongoing as well.  

Many sites were mowed in the late fall.  Wooded areas at Diamond Lake Sports Complex and 

Hanrahan have had invasive tree species removed.  The cut stumps are treated to prevent 

regrowth.  This process will allow space for desirable species to grow.  Routine snow and ice 

removal, sled hill, ice rink and other seasonal items are ongoing.  Grounds projects planning are 

included in the 2021 budget and underway. 

 

There are a number of maintenance fleet items in process such as repairs to the cab body of a 

2003 dump truck.  Winter is the best time for Mechanic Daniel Keefe to take on this detailed 

project.  More in depth equipment repairs can occur in winter as well.  Routine maintenance on 

equipment and vehicles used the most this time of year is constant.  Snow/ice removal and tree 

work equipment top the list.  



 

 
 

 

MUNDELEIN PARK &
RECREATION DISTRICT

      

RECREATION 

To:  Board of Commissioners  

From:  Matt LaPorte, Superintendent of Recreation 

Subject: Board Report – January 2021 

 

This past month, the Recreation Department’s focus has been wrapping up the year while 

waiting for the Governor’s Tier 3 restrictions to be lifted. As things transitioned into Tier 2, staff 

quickly pivoted and started in-person classes as of January 18. The winter/spring brochure had 

the estimated time to return for in-person classes to begin following the Martin Luther King 

holiday. Therefore, programs have been set up to start in late January and early February and 

have not been greatly affected by the delayed start beyond the ability to market appropriately. 

Staff is aggressively reaching out to past participants via email and social media to drive 

enrollments in the winter/spring programs. Last, the staff continued to work towards the next 

brochure, which will reach residents on April 7, with registration beginning the following week.  

 

Programs 

Athletics 

Athletics programs remained on pause throughout December and into January. Staff is hopeful of 

resuming the youth basketball program in January once the region goes into the lower Tier 1 

restrictions, or Phase 4. Alternatively, staff is looking into developing a list of options for parents 

in the case time runs out on the winter/spring season. These options may include an abbreviated 

summer league, clinics and camps, and a shortened fall season; before getting back on schedule 

next November for the winter/spring season.  

 

Rec Connection, Camp & E-Learning 

The E-Learning program resumed on January 5. There are currently 56 children enrolled, down 

four from December. Staff is ready to adjust the program to accommodate the expected change 

by District 75 to a hybrid learning model in February.  

 

Preschool & Child Care 

Currently, Big & Little Child Care has 46 children enrolled, increasing by four children since 

December’s report. One full-time student and three part-time students started in January. DCFS 

restrictions have lessened on the ratios affecting group size, but classrooms are still not allowed 

to mix. As a result, facility hours must remain the same from 8 am to 5 pm; this is different than 

our typical 6:30 am to 6 pm hours of operation.  
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Learning Center Preschool resumed on January 4. The program had remained in person since 

beginning last fall. Staff is beginning the planning of a variety of kindergarten readiness summer 

camps to be held at Diamond Lake Recreation Center in June and July. 

 

Active Adults 50+ 

The first Senior Advisory Committee meeting was held on January 14. Committee members 

include Vern Lappe, Margie Nison, Sue Devanie, Linda Thompson, and Carol Krinski. The 

committee made several recommendations to help serve seniors during the pandemic. A Little 

Free Library will be constructed by Lappe and placed outside the Regent Center, thereby 

replacing the small library located inside. Additionally, the Committee voted to build raised 

garden beds on the property to promote a gardening hobby and build outdoor programming. Last, 

a request was made to expand the lunch programs offered at the Regent Center. Many committee 

members noted this as a desirable offering at other senior centers in the area. Staff will determine 

the feasibility of meeting this request post-pandemic. The Regent Center will open for limited 

services beginning February 1. A select number of exercise classes will be offered in-person, and 

office hours will be from 9 am to 12 pm, weekdays.  

 

Dance 

Dance classes were on a break over the holidays. Virtual classes resumed the week of January 3. 

Six new dancers joined the long-term dance program. Within hours after the switch over to Tier 

2 restrictions, several of the upper-level dance programs excitedly raced back to the studios for 

in-person instruction. The staff is optimistic about participation in a variety of local spring dance 

competitions, and is looking forward to holding the annual dance recital. Due to the uncertainty 

regarding the availability of the Mundelein High School auditorium, the staff has gone forward 

with a contract with the Buffalo Grove Park District. The spring recital will be held at the 

Community Arts Center in June.  

 

Cultural Arts 

Art and baking classes have been offered in a “take and make” format over the past month. This 

format has been successful, with each program selling out. One example of the programs being 

offered is the New Year’s Eve Sparkler Cake program. The program featured a kit of materials 

and a link to a video featuring assembly instructions for completion at home. Twenty-seven kits 

were sold and picked up for this program. Staff will build off this success and add additional 

offerings throughout the coming months.   

 

Events & Parties 

Birthday parties remain on hold but are expected to resume with limited group sizes starting in 

late February. Porch Balloon Parties remain popular, with 154 balloon displays made and 

delivered between April and January. The Elsa on Ice event was held at the skating rink on 

Friday, January 15. This event sold out with 90 participants with the first few days of open. The 

event featured a short figure skating show, followed by a family skate alongside Elsa. Hot 

chocolate and cookies were served. The event was featured in the Daily Herald. Another rink 

event will be held on February 12, featuring Valentine’s Day themed skate.  
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Rentals 

Staff quickly communicated changes in restrictions to rental groups allowing more participants 

into the gymnasiums. Dunbar and Carl Sandburg gyms have seen heavy rental use. Starting in 

January, new rental rates will go into effect. A final summary of facility rentals for 2020 is 

provided below. The summary shows the impact of the pandemic on facility usage and the work 

of recreation staff to recover as much revenue as possible through gymnasium rentals.  

 

Dunbar Recreation Center 

2019 Totals 

Room    Events    Hours     Revenue 

Gym      124         227         $8,435.00 

Room      44         134.75    $6,740.00 

Kitchen     5           18         $360.00      

                                           $15,535.00                  

2020 Totals 

Room    Events    Hours     Revenue 

Gym      201         433.5     $21,905.00 

Room       8           21         $1,095.00 

Kitchen    2             8         $160.00 

                                           $23,160.00 

  

 

Regent Center 

2019 Totals 

Events    Hours    Liquor Liability    Claims Charge    Revenue 

56           280.5     $95.00                  $650.00               $27,424.00 

                 

2020 Totals 

Events    Hours    Liquor Liability    Claims Charge    Revenue 

2              9           $0.00                    $0.00                   $950.00 

 

 

Carl Sandburg 

2019 Totals 

Events    Hours    Revenue 

93           192        $6,730.00 

         

2020 Totals 

Events    Hours    Revenue 

87           201.5     $10,597.50 

 

(NEW) Kieth Mione Community Park Outdoor Basketball Court  

2020 Totals  

Events    Hours    Revenue 

20           36.5      $912.50 
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Facilities  

Barefoot Bay & Diamond Lake Beach 

Barefoot Bay and Diamond Lake Beach pass went on sale in early November. Sales are down by 

34% from last year. Currently, 57 Barefoot Bay passes, and two beach passes have been sold for 

total revenue of $3,145.00. Preparations for the summer are underway in anticipation of opening 

Memorial Day weekend. The past staff has been contacted for open positions. Open positions, 

including lifeguard, cashier, and concessions attendants; are posted on the website. Additionally, 

a geo-fencing service will be used in February and March to help advertise the job opportunities 

on various social media sites. 

 

Indoor Pool 

Group swimming lessons at the indoor pool remain on pause. In a typical year, group lessons 

bring in around $5000 during the average January. To help offset this loss, staff promoted private 

lessons as an alternative way to generate revenue. The private lessons were successful in 

bringing in approximately $2300 in revenue. With the lessening of the restrictions, the group 

lessons will begin on February 2.   

 

Fitness Center 

Fitness memberships bottomed out at 1360 members through the end of December. 

Depressingly, this is down from the high of 2400 members from the start of the year. Staff is 

optimistic things will turn around quickly once the pandemic ends. Those that have maintained 

an active-status membership have stayed loyal, as evidenced by the steady climb in monthly 

visits. Visits to the center increased by 320 from November to December. The rate of 

membership cancellations vs. membership enrollment has reversed over the past two months, 

with more members joining than those canceling. As the restrictions lessen and the vaccination 

becomes more readily available, staff anticipates membership to slowly climb back up.  

 

Staff implemented the option to make online reservations for the fitness floor this past month. 

This process helped alleviate the number of phone calls being handled by staff on the front end. 

Hopefully, reservations will not be needed much longer, but in the meantime, this change will 

improve customer service. Online reservations will soon be available for group exercise classes, 

babysitting services, open gym and lap swim times.   

 

Recreation Advisory Committee 

The next Recreation Advisory Committee will meet on February 10, 2021, at 6:00 pm. This 

year’s Committee will consist of five members: Brittany Cole, Bruce Ponsaran, Carol Krinski, 

Ron Greenberg, and Wendy Cohn. As a follow up to the last Committee meeting in December, a 

list of obligations was produced by the Committee and sent to the Executive Director.   



 

 
 

 

MUNDELEIN PARK &
RECREATION DISTRICT

      

BUSINESS SERVICES & TECHNOLOGY 

 

To:  Board of Commissioners 

From:  Debbie McInerney, Superintendent of Business Services and Technology 

Subject: Board Report - January 2021 

 

 

Finance 

Finance is in the process of closing 2020.  Most 2020 invoices have been paid and the majority 

of the year-end journal entries are complete. 

 

The 2020 W2 forms have been prepared and distributed to 313 employees.   

 

Preparations are underway for the audit.  Preliminary fieldwork will take place on Thursday, 

January 21, 2021, and the full audit will take place the week of February 15, 2021. 

 

Human Resources 

HR Manager, Sarah Bannon, completed the payrolls for the periods of 12/20/20 – 01/02/21 for 

106 employees and 01/03/21 – 01/16/21 for 137 employees. 

 

The implementation for NOVAtime is complete.  The payroll for January 22, 2021 was 

completed with the new system. 

 

Recruitment continues for Athletics, Child Development, Dance, Fitness, and Golf Course 

Superintendent. 

 

The annual Employee Appreciation Party takes place virtually on January 22, 2021.  Awards will 

be presented for Employees of the Year and Service Anniversaries. 

 

IT 

IT has responded to general user tickets and improved the Wi-Fi connection for conducting 

remote fitness classes. 

 

Risk Management 

The Annual OSHA 300 Summary of Work-Related Injuries and Illnesses for 2020 was 

completed and electronically submitted on January 6,2021.  Additionally, the annual Employee 

Injury Analysis was completed. There were no trends revealed in the analysis. Injuries were not 

limited to one department or one specific task. 

 



 
 

 

Two additional pieces were added to the Risk Management Manual Part I: Mundelein Parks & 

Recreation District Electrical Safety Handbook and Standard 001 Trenching and Excavation. 

These additions were promulgated in hard copy to the departments and added to the Shared 

Drive under Risk Manager. 

 

Prepared a draft Mundelein Parks & Recreation District Building Custodial, Maintenance and 

Repair Manual for the Superintendent of Buildings & Grounds and the Building Maintenance 

Supervisor. This was highly recommended during the last Loss Control Review.  

 

Property Loss Report 

Jan 8 B&G D-9 windshield chip (dump truck) $65 No Police 

Involvement 

Jan 8 North Shore Park, 55 gallon trash can burned 

Sport fishing regulation sign (burn marks) 

“Danger” sign (burn marks) 

4x4 post burned 

Cost to be 

determined 

Reported to 

MPD 

 

Accident/Incident Summary  

Jan 13 MCC Adult Male, came to front desk to report he had hit a Black 

Ford Fusion in the parking lot, he did not see any damage, but 

was trying to do his “due diligence”.  

No Police 

 

Employee Injury/Illness 

None. 

 



 

 
 

      

MARKETING 
 
To:  Board of Commissioners 

From:  Christa Lawrence 

Subject: Board Report- January 2021 
 
 
Brochure: The Winter/Spring brochure was mailed to homes November 4. Marketing has begun 
a design update for the brochure that will complement the new website design. The printing of 
the brochure went out to bid. Two Bids were opened on January 12. 
 
My New Mask book: To date, the publication of My New Mask has raised over $2,300 for the 
Foundation. Most sales came from Amazon.com, but the District has also sold 37 copies directly.  

Videos: Executive Director, Ron Salski and Marketing Coordinator, Deb Engdahl continues to 
create Director update videos for the public. Deb has also created a video for Youth Basketball 
Leagues, the Fitness Center, and Rainout Line, our status update service. 
 
Website Redesign: The Website Committee selected the design for the new website from the 
options and Weblinx, Inc. is in the process of creating the site. 
 
New Resident Brochure:  Marketing concluded that we needed to send something more 
substantial than a postcard to welcome new residents to Mundelein. We are producing a 16-page 
New Resident Brochure which we plan to begin to mail in February. It includes information on 
all of our amenities and programs. The packet will include a welcome letter from the Executive 
Director as well as coupons. The coupon page features free day passes to the fitness center, 
Barefoot Bay, Diamond Lake Beach and discounts on a round of golf, a party package, a long-
term dance class and swimming lessons. Our goal is to entice new residents to check out all the 
wonderful things we offer. 
 
NovaCare Fitness Center:  With Tier Three Mitigations, we suspended our digital ad campaign 
and are focusing in on retention with monthly motivation promotions. We also offered a student 
membership promotion and no-commitment memberships. 



MARKETING CHANNEL HIGHLIGHTS: QUARTER 4

Facebook:  

Month 2020 Likes 2019 Likes  2020 Follows 2019 Follows
October 4,986 4,542 5,545 4,749

November 5,064 4,560 5,166 4,775

December 5,106 4,582 4,802

Twitter: Twitter continues grow slowly. It does not garner the same interest/interaction for the Park District as Facebook 
and Instagram. 

Month 2020 Followers 2019 Followers  2020 Top Tweet
October 894 861 Director Update

November 899 868 Pumpkin Compost

December 861

 
Instagram:  

Month 2020 Followers 2019 Followers
October 1,695 1,368
November 1,745 1,412
December 1,426

Online Brochure: 
Month 2020 Views 2019 Views 2020 Subscribers 2019 Subscribers
Summer 2,622/1,324* 7,866 1,141 996
Fall 3,864 4,022 1,196 1,035

*2020 Summer Brochure was not sent due to Covid-19. It was replaced with two online only programming brochures.



Website: Marketing theorizes that the shutdown of the District due to Covid-19 and closing Barefoot Bay  
for the season resulted in less activity on the website.

Website October 2020 October 2019
Number of Sessions 7.5 K 7.8K
Number of Users 5.3 K 5.4K
Page Views 14,951 18,530
Most Visited Page Home Home
2nd Most Visited Page Fitness Fitness
3rd Most Visited Page Boo Bash Event Indoor Pool
Mobile/Desktop/Tablet M: 54%   D: 43%   T: 3% M: 55% D:  41%   T: 4%

Website November 2020 November 2019
Number of Sessions 5.9 K 6.5K
Number of Users 4.1 K 4.4K
Page Views 12,175 17,445
Most Visited Page Home Home
2nd Most Visited Page Fitness Fitness
3rd Most Visited Page Covid Updates Indoor Pool
Mobile/Desktop/Tablet M: 53%   D: 43%   T: 3% M: 54%   D: 41%   T: 5%

Website December 2020 December 2019
Number of Sessions 6.5K
Number of Users 4.4K

Page Views 16,565
Most Visited Page Home
2nd Most Visited Page Fitness
3rd Most Visited Page Indoor Pool
Mobile/Desktop/Tablet M: %   D: %   T: % M: 60%   D: 36%   T: 4%

Constant Contact: This section has been redesigned and condensed to give an overview of how effective the email 
campaigns are. It measures open and click rates as well as active subscribers, new subscribes and unsubscribes. 

Constant Contact e-newsletters    
2020–Quarter4 

ACTIVE Subscribers
New Subscribes
Unsubscribes

 
Constant Contact: Quarter 4**
Month Sends Number of opens 

 and open rate %
Number of  clicks 
and click rate %

Industry Standard Comparison  
Amount above or below industry average

October 15,049 5,100/36% 570/9% Opens: + 22 %/Clicks: +2%
November 17,830 6,092/38% 765/11% Opens: + 24%/Clicks: +4%
December /% /% Opens: +  %/Clicks: +%

 
**Regent Center member e-mail communications are not included in these numbers**
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