
Recreational Executive – 1 Vacancy 
 
Job Description 
 

 Develop, plan, organize, implement, and evaluate a variety of community services and 

recreation programs, including special events and contract services; 

 Establish schedules and methods for providing recreation services; identify resource 

needs; review needs with appropriate management staff; allocate resources 

accordingly; 

 Participate in the development of goals and objectives as well as policies and 

procedures; make recommendations for changes and improvements to existing 

standards, policies, and procedures; participate in the implementation of approved 

policies and procedures; monitor work activities to ensure compliance with established 

policies and procedures; 

 Prepare community event and recreation publicity; coordinate referral systems and the 

publication of seasonal brochures; coordinate the dissemination of recreation and 

community service publicity; 

 Identify community needs and recommend appropriate programs related to area of 

assignment; 

 Prepare periodic reports; maintain files and records; 

 Conduct and supervise special events; and develop contracts; 

 Maintain and design the online recreation registration program; process reservation 

requests for Taman Ekuestrian Putrajaya (TEP) and other owned facilities; 

 Serve as staff liaison on various recreation or community related committees and 

subcommittees as assigned by the department director; 

 Prepare purchase requisitions; order supplies and materials; 

 Participate in the selection of part-time recreation staff; provide or coordinate staff 

training; work with employees to correct deficiencies; implement discipline procedures; 

 Participate in the preparation and administration of the recreation program budget; 

submit budget recommendations; monitor expenditures; 

 Respond to complaints and requests for information; 

 Coordinate community services activity programs with other departments, divisions, 

outside agencies, and service providers; 



 Meet with public groups, clubs, organizations, and agencies to explain and promote 

community services, activities, and programs that encourage community participation; 

 Select, supervise, train, and evaluate assigned part-time staff; 

 Attend and participate in professional group meetings; maintain awareness of new 

trends and developments in the recreation field; incorporate new developments as 

appropriate into programs; 

 Perform related duties as required. 

 

Requirement 

 Candidate must possess at least a Diploma, Bachelor’s Degree in Sport Studies/Event 

Management or equivalent; 

 Required language (s): Bahasa Malaysia, English; 

 At least 3 year(s) of working experience in the related field; 

 Applicants must be willing to work in Putrajaya; 

 Able to work independently, matured, dedicated and resourceful; 

 Good interpersonal skills & able to interact with all levels of staff; 

 Able to supervise a team. 

 
 


