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POSITION DESCRIPTION 

COUNTY OF LAPORTE, INDIANA 

 

POSITION:   Chief Naturalist 

DEPARTMENT:  Parks and Recreation 

WORK SCHEDULE: 8:00 a.m. – 4:00 p.m., M-F 

JOB CATEGORY:  PAT III (Professional, Administrative, and Technological) 

 

DATE WRITTEN:  April 2006    STATUS:  Full-time 

DATE REVISED:       FLSA STATUS:  Non-exempt 

 
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The 

requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The County 

of LaPorte provides reasonable accommodation to qualified employees and applicants with known disabilities who 

require accommodation to complete the application process or perform essential functions of the job, unless the 

accommodation would cause an undue hardship. 
 

Incumbent serves as Chief Naturalist for the Parks and Recreation Department, responsible for 

providing community environmental education and interpretive programs, coordinating/preparing 

festivals and special events, and supervising personnel and volunteers. 

 

DUTIES: 

 

Oversees all program related public relations activities, including developing press releases, public 

service announcements, festival group listings, newspaper columns, feature articles, trade show booths, 

and radio and television appearances and advertisements. 

 

Researches, coordinates, implements, and presents environmental education programs, major festivals, 

interpretive programs, and outdoor recreational programs for members of the community and school 

groups. 

 

Coordinates and directs activities of Nature Center including developing and maintaining 

environmental displays, assisting in maintenance and upkeep of center, scheduling staff and use of the 

building, and upkeep and care of live animals. 

 

Recruits, trains, and supervises volunteer, interns, and seasonal employees for work at festivals, 

education programs, and in the Nature Center and parks. 

 

Maintains research files on current environmental issues for community use and for program 

presentations. 

 

Prepares various reports including weekly and monthly program attendance, program and employee 

evaluations, and long and short-range educational program planning.  Prepares monthly report of 

project activity for Park Board. 

 

Attends professional meetings, conferences, and park staff meetings. 

 

Assists Park Superintendent in developing wildlife, forest, and wetland habitat improvement. 
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Publishes and edits quarterly newsletter for purpose of promoting environmental educational and park 

programs. 

 

Assists Park Superintendent in developing grant applications for park programming, development, and 

enhancement projects. 

 

Supervises full-time Recreation and Education Programmer, interns, and part-time employees, 

including interviewing applicants, making hiring recommendations, making work assignments, and 

providing training and corrective instruction.  Conducts annual evaluations of employee performance. 

Documents data and takes up with immediate supervisor when necessary.  

 

Updates and maintains departmental archives. 

 

Supervises and directs gift shop operations, including ordering inventory, conducting sales, and 

preparing receipt deposits. 

 

Responsible for park security when necessary. 

 

Performs related duties as assigned.  

 

I. JOB REQUIREMENTS: 

 

Baccalaureate Degree or higher in Parks and Recreation Administration, Natural Resources, Biology, 

or a related field, and five (5) years of previous relevant experience and training in the delivery of 

interpretive programs, festival coordination, and supervision. 

 

Ability to supervise full-time Recreation and Education Programmer, interns, and part-time employees, 

including interviewing applicants, making hiring recommendations, making work assignments, and 

providing training and corrective instruction.   

 

Thorough knowledge of the theories, principles, and methodology of the interpretive profession, and 

ability to apply such knowledge to a variety of interrelated processes, tasks, and operations. 

 

Working knowledge of standard office procedures and computer software programs used by the Parks 

and Recreation Department, with ability to apply such knowledge to a variety of interrelated processes, 

tasks, and operations. 

 

Ability to perform manual labor and operate department equipment for the upkeep and maintenance of 

parks, Nature Center, and animals. 

 

Working knowledge of standard English grammar, spelling, and punctuation, and ability to prepare 

detailed written reports and prepare and present public speaking programs. 

 

Ability to properly operate standard office equipment, such as computer, copy machine, VCR, video 

camera, radio system, fax machine, and telephone. 

 

Ability to provide public access to or maintain confidentiality of department information and records 

according to state requirements. 
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Ability to meet all department hiring and retention requirements, and ability to comply with all 

employer and department policies and work rules, including, but not limited to, attendance, safety, 

drug-free workplace, and personal conduct. 

 

Ability to effectively communicate orally and in writing with co-workers, other County departments, 

Parks and Recreation Board, community organizations, school organizations, other parks departments, 

volunteers, and the public, including being sensitive to professional ethics, gender, cultural diversities, 

and disabilities.  Ability to competently serve the public with diplomacy and respect. 

 

Ability to work alone with minimum supervision and with others in a team environment, often amidst 

frequent distractions and interruptions and under time pressure from formal schedules and deadlines. 

 

Ability to occasionally work extended, evening, and weekend hours, and travel out of town for training 

and meetings, sometimes overnight. 

 

Possession of or ability to obtain/retain First Aid and CPR certifications. 

 

Possession of or ability to obtain a valid Indiana driver’s license. 

 

II.  DIFFICULTY OF WORK: 

 

Incumbent performs duties which are broad in scope involving many variables requiring independent 

decision-making.  Incumbent applies general guidelines which are often unclear and require 

independent judgment in determining the best method to achieve desired results.   

 

III.  RESPONSIBILITY: 

 

Incumbent performs majority of duties according to general policies and guidelines established by Park 

and Recreation Board.  Purpose of projects and scope of desired results indicated.  Work is primarily 

independent of direct supervision and may or may not be reviewed for overall soundness in judgment, 

practice, and compliance with general goals and objectives.  Incumbent makes a substantial 

contribution to the success of the department, including making non-routine decisions based on 

department policy. 

 

IV.  PERSONAL WORK RELATIONSHIPS: 

 

Incumbent maintains frequent contact with co-workers, other County departments, Parks and 

Recreation Board, community organizations, school organizations, other parks departments, 

volunteers, and the public for purposes of interpretation, rendering services, and carrying out policies. 

 

Incumbent reports directly to the Park Superintendent. 
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V.  PHYSICAL EFFORT AND WORK ENVIRONMENT: 

 

Incumbent performs duties in both a modern office environment and outside and is exposed to normal 

hazards and weather conditions encountered in the profession.  Incumbent may perform manual labor 

and/or operate park equipment, involving walking on uneven terrain, sitting/standing for long periods, 

sitting/walking at will, keyboarding, lifting/carrying objects weighing up to 50 pounds, close/far 

vision, speaking clearly, and hearing sounds/communication.  Incumbent occasionally works extended, 

evening, and/or weekend hours, travels out of town, sometimes overnight.  Incumbent may be exposed 

to hazardous substances or conditions in the performance of duties for which safety precautions must 

be followed at all times. 

 

APPLICANT/EMPLOYEE ACKNOWLEDGMENT 

 

The job description for the position of Chief Naturalist for the LaPorte County Parks and Recreation 

Department describes the duties and responsibilities for employment in this position. I acknowledge 

that I have received this job description, and understand that it is not a contract of employment. I am 

responsible for reading this job description and complying with all job duties, requirements and 

responsibilities contained herein, and any subsequent revisions. 

 

Is there anything that would keep you from meeting the job duties and requirements as outlined? 

Yes_____ No_____ 

 

 

_________________________________________   _______________________ 

Applicant/Employee Signature     Date 

 

 

_________________________________________ 

Print or Type Name 

 

 


