
 
 

 

 

JOB TITLE: Part-time Community Services Aide II (Temporary) 

JOB LEVEL: LEVEL 2 

 

EDUCATION/REQUIREMENTS:  

High School Diploma/GED 

1 year of college/vocational education with a major course work with child 

nutrition/health is a plus.  

BI-LINGUAL (English/Spanish/Vietnamese/ Russian) preferred 

HOURLY WAGE: $14.00 

 

 

Portland Parks & Recreation believes in developing and maintaining excellent facilities 

and places for public recreation, building community through play and relaxation, 

gathering and solitude; and providing and coordinating recreation services and programs 

that contribute to the health and well being of residents of all ages and abilities. 
 

We are currently seeking an individual who is bi-lingual (additional languages preferred), 

with excellent customer service skills, an interest and understanding of efforts to reduce 

childhood obesity, and a basic understanding of youth recreation programs and active 

lifestyles. 

 

Basic Requirements: 

1. Previous office & customer service experience is beneficial. 

2. Strong people and customer service skills, & the ability to communicate 

effectively with staff & the public 

3. Solid computer & keyboard skills. (Proficiency in Excel, Word & Outlook) 

4. Ability to follow-through on detailed work. 

 

Knowledge, Skills, & Abilities: 

1. Ability to work in a team atmosphere promoting positive & effective working 

relationships with staff and customers. 

2. Ability to communicate effectively with diverse groups of people. 

3. Ability to work independently. 

4. Ability to manage time effectively & prioritize work assignments. 

5. Ability to handle conflicts & respond to problems & customer concerns. 

6. Ability to represent Portland Parks & Recreation in a professional manner. 

7. Ability to follow directions & communicate verbally in writing, both English and 

a second language is preferred. 

8. Ability to maintain confidential records and information. 

9. Strong telephone skills 



 

 

Duties & Responsibilities: 

1. Clerical duties such as filing and organizing. 

2. Call customers to encourage registering for a class. 

3. Maintain an Excel database 

4. Maintain excellent communication skills with all staff, partners, and customers 

through verbal and written means. 

5. Wear Portland Parks & Recreation name badge or staff clothing while on duty. 

6. Other duties as assigned. 

 

 

 

This position will be a temporary position, offering 20+ hours a week  

 

Please submit a resume and cover letter no later than 9/18/2015 by 5pm to: 

 

danielle.solomon@portlandoregon.gov  

 

If you have any questions, feel free to contact Danielle Solomon direct at 503-823-6175 

mailto:danielle.solomon@portlandoregon.gov

