
 

 
 
Lake George  
Regional 
Park 
P.O. Box 896 
Skowhegan, ME  04976 
207-474-1292 
lakegeorgepark.com 
infolgrp@gmail.com 
 
 
Core Values: 
Access 
Nature 
Safety 
Stewardship 
Community 
Sustainability 
 
Priorit ies: 
Increase park use and 
awareness. 
Ensure park experiences  
are posit ive. 
Ensure financial and 
ecological sustainability. 
 
Mission: 
"At Lake George Regional 
Park we strive to develop, 
provide, and maintain 
affordable public access to the 
services and facilit ies offered 
at the park. The park is 
managed using principles of 
safety, stewardship, and 
service learning, and offers 
recreat ional, educat ional, and 
social opportunit ies for 
visitors. Our hope is that what 
people find and experience at 
Lake George will encourage 
their appreciat ion of each 
other and our natural world." 

 
Job Descript ion 
Park Administ rator (Chief Administ rator) 
 
Year-round skilled posit ion, part  t ime (20 hours/week) 
Designated office hours, to be maintained consistent ly, 4-5 days/week 
Expanded hours possible, and dependent  on the Administ rator’s capacity to increase 
park revenue. 
 
 

Purpose:  To assist  the Board of Directors of Lake George Corporation in carrying out  
its mission for Lake George Regional Park.  The Park Administrator will act  as chief 
administrator for the corporation and will implement the policies and carry out  the plans 
of the board.  He/she will also provide day to day and operational supervision to the Park 
Resource Manager. 

Pay Range:  $15-$20/hour, 20 hours/week, 5 paid vacation days/year (after 6 month 
probationary period), with opportunity for merit  awards based on job performance. 

Dut ies:  

Administrative- Responsible for documenting, tracking and managing park use, pass sales 
and member databases, programming, grant writ ing, grant management. Coordinate 
staff hiring, training/development, performance evaluat ion.  Organize employee records, 
maintain filing system to ensure effect ive work flow. 

Leadership- Responsible for providing ideas, energy and passion that moves forward 
Lake George Regional Park’s mission and vision, while exceeding minimum standards for 
the public’s park experience. 

Public Relations- Responsible for acting as a Park ambassador to strengthen relat ions 
with education inst itut ions and community-based organizat ions.   Coordinat ion and 
support of the Park Resource Manager in the hiring of seasonal interns, the 
priorit ization of park projects, and the coordinat ion and solicitat ion of volunteer groups.  
Able to confidently communicate and conduct public outreach orally and in writ ing.   
Provide social media and web management with board assistance. 

Project Management and Coordination- Responsible for planning, coordinat ing and 
managing a variety of project types, including but not limited to: events, park 
programming, park maintenance/improvements, expansion of park boundaries. Must be 
able to work well with Park Resource Manager, contractors and volunteers.  Provide 
supervision and direct ion to addit ional personnel for Volunteer Coordinator and 
Grounds/Maintenance contractors.  Coordinate efforts of board subcommittees and 
board-approved programs (Camp Podooc, other). 

Financial Management- Responsible for vendor relat ions, accounts receivable/payable, 
tracking cash flow and capital investments. Works with bookkeeper and board treasurer 
to draft  and meet park budget  and Park income/expense goals.  Assist in annual 
preparation of federal and state tax records required by law (Forms 941, 990). 
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