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Instructional Program Manager 

Job Description 

Effective Date: 3/1/2020  Revision:  C Document #  JD-HR-055 

 

Reports to:  
General Manager 

 

Compensation:  

Salaried 

 

Positions Supervised: 

 Lead Swim Instructors 

 Swim Instructors 

 Volunteers 

 

Primary Responsibilities: 

Oversee all facets of the Holland Community Aquatic Center instructional program, including 

personnel, budget, programing, and schedules for 7-day per week, multiple-pool, and multiple-

shift operations. 

 

Specific Responsibilities: 

1. Provide excellence in leadership that ensures successful scheduling and safe operation of all 

instructional programs including: School lessons program, evening/weekend community 

lessons for all ages and abilities, and instruction programs for individuals with special needs. 

2. Performs the lead role to coordinate communication for the instructional programs with 

HCAC partners including local school systems, multiple recreation departments, and all 

community partners. 

3. Develop and grow community swim instruction programs including engagement of all age 

groups and minority populations. 

4. Prepare instructional swim program participants for additional opportunities including: 

competitive swimming, lifeguarding, continued instruction, or other aquatics options. 

5. Collaborate and effectively communicate with the HCAC management team to achieve 

overall goals and mission of the organization.  

6. Hire, train, develop, motivate, and evaluate instructional staff and volunteers. 

7. Provide an excellent customer experience.  

8. Communicate in a manner that creates and maintain an effective and positive organizational 

environment. 

9. Develop and manage annual budgets for instructional programming and staffing. 

10. Utilize and integrate HCAC Swim School curriculum with the programming and incorporate 

techniques into appropriate HCAC instructional swimming programming. 

11. Coordinate with Lead Instructors to provide a safe environment through ongoing training and 

in-service opportunities for instructional staff. 

12. Seek and achieve grant opportunities to advance the instructional swim program offerings. 

13. Recruit and maintain volunteer group for the instructional program. 

14. Identify facility needs and assist staff and guests in all areas of the facility, as needed. 
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Essential Qualifications: 
 

 Demonstrated leadership experience. 

 Excellent interpersonal and developmental skills. 

 Excellent oral and written communication skills. 

 Ability to learn and teach the HCAC Swim School curriculum. 

 Ability to achieve CPR and AED certification. 

 

Preferred Qualifications: 

 Bachelor’s degree preferred, or equivalent management/leadership experience. 

 Current certification as Life Guard Instructor (LGI), Cardio Pulmonary Resuscitation (CPR) 

Instructor or Instructor Trainer. 

 Previous successful experience in supervision of or in a recreational related facility. 

 Bilingual in Spanish is preferred. 

 

 

Physical Demands: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions.   

 

 

Work Environment: 

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

 


