
 

Service Position Title: CAC AmeriCorps Knox County Parks and Greenways Assistant Coordinator  

 

Immediate Supervisor: Shauna Godlevsky, Parks & Greenways Coordinator, Parks and Recreation 

Dept. 

 

Parks and Greenways Assistant Coordinator Responsibilities 

 Serve cooperatively with Parks and Greenways Coordinator on various aspects of new and existing 

park and greenway planning, construction, and maintenance projects.   

 Facilitate GIS maintenance and promotion through systematic data management, map production, and 

project planning.  Maintain and perform updates of GIS park databases.  

 Collect GPS trails and park amenity data as needed, and update GIS databases accordingly.   

 Communicate and collaborate with county GIS officials on GIS-related projects, updates, and issues.   

 Work with Parks staff and Public Service staff to determine solutions and amend various maintenance, 

safety, invasive species, erosion, and landscaping issues and needs as they are discovered. 

 Assist Parks staff in the maintenance and promotion of the Parks and Recreation programs; 

coordinating projects, contacting partners, or recruiting volunteer groups. 

 Develop and implement programs or projects specific to greenway development and enhancement as 

required. 

 

Essential Functions of Parks and Greenways Assistant Coordinator 

 Ability to work alone—initiate projects on your own.  Conduct research and ask questions; self-

motivated. 

 Ability to speak in groups, present information; talk to the general public or during meetings. 

 Ability to establish and maintain effective working relationships with members of the public, 

customers and other agencies involved in greenway and park management. 

 Background knowledge of GIS and cartographic design, and technical experience using ArcGIS 

software.  Proficiency in the use of the GIS software, understanding the basics of GIS data structure, 

management, mapping, and analysis.  

 Knowledge of methods, materials, tools, and practices used in the planting, transplanting, trimming, 

seeding, mulching, and weeding. 

 Other involvement may include special events, department administration, maintenance, or other areas 

as needed. 

 Must be able to operate basic communication devices (cell phone/smart phone/computers). 

 Ability to understand and follow oral and written instructions. 

 Ability and willingness to work outside in all weather conditions. 

 

Minimum Qualifications: 

 Proficiency in MS Office (Excel, Word, PowerPoint, Outlook). 

 Proficiency in ArcGIS Desktop 10.0, 10.1, 10.2 Software (ArcMap, ArcCatalog) 

 Knowledge of ACAD preferred. 

 Ability to work well with or without direct supervision while maintaining project deadlines. 

 Ability to speak in public and relay information to individuals or groups. 

 Ability to remain courteous and amicable while engaging with members of the public. 

 Valid Driver’s License with good driving record. 



 

Academic Qualifications 

 Strong Preference will be given to team member who is actively pursuing a career in civil engineering, 

construction management, landscape architecture, parks management, urban planning, GIS or other 

related fields. 

 Team member should have a history of community voluntary activities. 

 

Service Conditions 

 On a daily basis the team member will be required to show up on time for work in an office or field 

work setting in appropriate attire.  

 Business office attire may be required when meeting with elected or appointed officials or 

professional-type engagements. 

 Sturdy apparel for difficult labor in varying weather conditions is occasionally necessary. Conditions 

could range from high heat to extreme cold.  

 

Physical, Emotional, and Intellectual Demands 

 Team members may be involved with a variety of people and projects. Taking a lead and informing all 

parties associated of necessary information is a must. All communication must be handled in a polite 

effective manner. Team members will communicate with the elderly, children, community leaders, 

professional and business people, professors, low-income people, peers, churchgoers, etc. 

 Working within government entities requires abiding ethical conduct rules which are non-negotiable. 

While Personnel information and private data must be kept confidential, work-related documents and 

communications are a public record. Therefore, all personal conduct while on the job should reflect 

positively on Knox County. 

 

Equipment Used 

 Office equipment (computer, printer, scanner, various software, etc.) 

 Transport (work vehicles, personal vehicle, dolly, etc.) 

 Assorted Materials (informational displays, tables, chairs, supplies, tools, etc.) 

 

The above functions may be completed with or without accommodations. The description lists the 

minimum duty requirements. Individuals may be required to perform additional positions duties as 

requested by their supervisor. Knox County is an Equal Opportunity Employer. Positions are open to all 

people based on qualifications and will be treated equal without regards to race, color, creed, sex, age, 

marital status, national origin, disability, religion, sexual orientation or union affiliation. 


