
Community Recreation Program Supervisor  
Department: AFAC 
Reports to: Head of Afterschool Activities Program 
 
Job Summary: 
The Community Recreation Program Supervisor is responsible for overseeing the safe and 
effective evening use of ISM campus facilities. Working across Slots A, B, and C (4:45PM – 8:15 
PM), the Supervisor serves as the on-site point person for facility coordination, safety 
monitoring, and real-time communication between community participants, AFAC 
leadership, and the on-duty nurse. 
This role is well-suited to a dependable, people-focused professional with experience in 
sports, recreation, coaching, or facilities management who can manage multiple groups 
simultaneously and respond calmly to unexpected situations. 
 
Qualifications: 

●​ Bachelor’s degree, preferably related to Physical Education.  
●​ Valid First Aid certification (or willingness to train) 
●​ At least 1-2 / 2-4 years of related experience in sports supervision, coaching, PE, or 

recreation in an international school environment 
●​ Basic knowledge of sports equipment and facilities 
●​ Proficient OR Knowledgeable in productivity applications, both installed and 

cloud-based apps 
●​ Excellent verbal and written communication skills 
●​ Ability to supervise multiple simultaneous activities 
●​ Calm, decisive response to incidents and emergencies 
●​ Comfortable working with both children and adults 
●​ Familiarity with school or community safeguarding principles 
●​ Demonstrates strong sense of interpersonal, organizational and time management 

skills and detail-oriented 
●​ Highly motivated, flexible and is able to multitask 
●​ Ability to identify issues, determine solutions and work in a collaborative environment 
●​ Confidentiality is a must 

 
Key Competencies: 

●​ Reliability - Demonstrates consistent, punctual presence throughout all scheduled 
evening hours. Community groups and AFAC depend on this role being filled 
dependably. 

●​ Safety Awareness - Prioritises participant wellbeing, proactively identifies hazards, and 
responds to incidents with urgency and appropriate judgment. 

●​ Organisation - Manages overlapping time slots, equipment logistics, and multi-group 
coordination efficiently and without prompting. 

●​ Communication - Relays information clearly and professionally to community 
members, AFAC leadership, and support staff at all levels. 

●​ Community Engagement - Creates an inclusive, welcoming atmosphere that reflects 
ISM values and supports a diverse community.  

●​ Safeguarding Mindset - Recognises welfare concerns and escalates appropriately, 
always acting in the best interests of children and vulnerable participants. 

 
 
 

 



Key Responsibilities: 
Facility & Programme Coordination 

●​ Oversee evening access to all designated ISM facilities during Slots A, B, and C. 
●​ Oversee evening access to all designated ISM facilities during Slots A, B, and C. 
●​ Liaise with the ATAC team to confirm the correct setup and takedown of equipment 

for each booking. 
●​ Conduct pre-session walkthroughs to verify facilities are prepared, and equipment 

needs are met. 
●​ Monitor facility transitions between time slots to ensure smooth changeovers. 

 
Booking Compliance & Access Control 

●​ Verify that all activities align with the current AFAC and ATAC season booking 
schedule. 

●​ Confirm eligibility of participants — access is limited to current ISM students, faculty, 
staff, parents, and alumni. 

●​ Uphold ISM priority guidelines, ensuring school-sanctioned events take precedence 
over community bookings at all times. 

●​ Politely but firmly redirect or deny access to ineligible individuals. 
 
Safety & Risk Management 

●​ Actively monitor activities across campus to ensure safe and responsible use of 
facilities and equipment. 

●​ Identify, address, and document any safety concerns, incidents, near-misses, or facility 
misuse. 

●​ Coordinate promptly with the on-duty nurse for any medical or health-related 
situations. 

●​ Maintain awareness of emergency procedures and evacuation routes for all 
supervised areas. 

●​ Enforce appropriate behaviour standards and intervene when participant conduct 
poses a risk. 

 
Communication & Stakeholder Support 

●​ Serve as the visible, approachable on-site contact for all community groups during 
their reserved slots. 

●​ Provide clear guidance on campus policies, facility use expectations, and safety 
protocols. 

●​ Communicate issues, schedule conflicts, or concerns promptly to AFAC leadership. 
●​ Submit a concise daily summary report covering participant numbers, any incidents, 

injuries, or schedule deviations. 
●​ Escalate safeguarding or welfare concerns in line with ISM child protection policies 
●​ Fosters and sustains a community that rejects all forms of discrimination. 
●​ Assists in developing and maintaining safe spaces for all individuals at ISM. 
●​ Performs any additional duties assigned by the Department Head. 

 
 
 
 
 

 


