
A B O U T  T H E  C I T Y  

Applica on Deadline:  

Open Un l Filled 

Employment Opportunity 
City of St. Helena, California 

 

Sports Assistant 
 

Limited, Part‐Time: 1000 hours per year 
Salary Range: $12.67‐ $15.50 hourly  

 

 The City of St. Helena is located in the center of the premier Napa Valley wine‐

making region of California approximately 6o miles north of the San Francisco 

Bay Area.  The City has a popula on of approximately 6,000 and is a full service 

city with its own Police Department, Public Library, Building Department, Water 

and Sewer Departments and Part‐Time Fire Department. 



Class specifica ons are only intended to present a descrip ve summary of the range of du es and responsibili es 
associated with specified posi ons. Therefore, specifica ons may not include all du es performed by individuals 
within a classifica on. In addi on, specifica ons are intended to outline the minimum qualifica ons necessary for 

entry into the class and do not necessarily convey the qualifica ons of incumbents within the posi on. 

The City of St. Helena has an exci ng opportunity to fill a part‐ me posi on in the Parks & 
Recrea on Department.  This is a great opportunity to become part of a team of dedicated 

individuals that take pride in serving the local community. 

 
Dis nguishing Characteris cs: The Sports Assistant is a limited part‐ me, non‐benefi ed posi on 
within the Parks and Recrea on Department for the City of St Helena.  The posi on requires week‐
end and evening availability as the Sports Assistant is required to a end a variety of spor ng events 
a er‐school and on weekends.  The Sports Assistant is assigned to assist the Recrea on Supervisor 
with a variety of specialized recrea on programs, ac vi es, and special events, including youth 
sports and ac vi es, adult sports and ac vi es, and youth and family services.  The Sports Assistant 
is expected to have specialized knowledge and experience in youth and/or adult sports. 

Examples of Du es: (include but are not limited to the following)  
 Provides supervision to part‐ me Recrea on staff including: Youth Sports Referees, Contract 

Referees, and Youth Sports Coaches. 
 Support and assist volunteer coaches and Youth Sports Coaches with prac ce curriculum, equip‐

ment, facility access, and team management. 
 Assist in promo ng Recrea on programs and ac vi es through social media, flyer distribu on, 

school visits, and word of mouth. 
 Prepares equipment, fields, gyms, and facili es for assigned ac vi es which may include but not 

limited to: lining soccer fields, moving goals, retrac ng bleachers in gyms, move equipment 
amongst facili es, drag so ball field, line so ball field, assist at Bocce Courts. 

 Protects City facili es and leased facili es by unlocking and locking for programs and keeping the 
facility clean and safe from hazards. 

 Assists with registering par cipants in programs and taking payment for programs. 
 Provides assistance to patrons and the general public; answers ques ons regarding facility usage 

and program, ac vity, and event specifics; responds to requests for human services needs and 
refers patrons to appropriate resources 

 Alongside the Recrea on Supervisor, evaluates assigned programs, ac vi es, and special events; 
makes recommenda ons for improvements and new programs and services 

 Assists in the crea on and organiza on of teams/leagues. 
 Assists in recrui ng Youth Sports Referees and Youth Sports Coaches; steps in as Youth Sports 

Coach and Youth Sports Referee as needed. 
 Updates standings/records for a variety of sports programs, which may o en require he/she is 

the scorekeeper at the spor ng event. 
 Enters data and par cipant informa on into registra on so ware and Microso  programs for 

organiza on. 
 Assists with equipment inventory and management. 
 
Knowledge and Abili es:   
 Must be a High School Senior or older with (2) years experience with sports to include par cipa‐

on in sports, coaching sports, or refereeing sports.  
 Must have knowledge of sport safety and risks associated with sports ac vi es. 
 Knowledge of rules and regula ons for a variety of sports. 
 First aid and CPR training preferred. 
 Provide excellent customer service to both youth and adult par cipants and spectators 
 Communicate clearly and effec vely, both orally and in wri ng 
 Understand and carry out oral and wri en instruc ons 



Class specifica ons are only intended to present a descrip ve summary of the range of du es and responsibili es 
associated with specified posi ons. Therefore, specifica ons may not include all du es performed by individuals 
within a classifica on. In addi on, specifica ons are intended to outline the minimum qualifica ons necessary for 

entry into the class and do not necessarily convey the qualifica ons of incumbents within the posi on. 

The City of St. Helena has an exci ng opportunity to fill a part‐ me posi on in the Parks & 
Recrea on Department.  This is a great opportunity to become part of a team of dedicated 

individuals that take pride in serving the local community. 

 Prepare and maintain accurate and precise wri en records, forms, and correspondence 
 Evaluate situa ons, iden fy problems, and exercise sound independent judgment within estab‐

lished guidelines 
 Maintain professionalism and composure at all mes, including stressful and difficult situa ons 

and handle disputes and complaints in a calm, courteous, and tac ul manner 
 Effec vely handle mul ple priori es and organize workload 
 Work independently and efficiently with a minimum amount of direct supervision 
 Operate computer and applicable so ware 
 Ability to be on your feet for long periods of me 
 
Licenses and/or Cer ficates: 
Possession of a valid Class C California driver's license and an acceptable driving record. Valid First 
Aid and CPR cer ficates are required within six (6) months of employment. 

 
 
To apply for this position please apply online at calopps.org and enter 'St. Helena' into the search field. 
Contact Stephanie Iacobacci at StephanieI@cityofsthelena.org or 707‐967‐2758 with ques ons. 
 
Note: Mee ng the minimum qualifica ons does not guarantee advancement in the selec on process. 
 

 
There is a no smoking policy in effect within the City offices and vehicles.  St. Helena is an equal opportunity 

employer.  The City of St. Helena will require documenta on of the legal right to work in the United States as 
required by the Immigra on Reform and Control Act upon hire. 


