
DIRECTOR OF PROGRAM DEVELOPMENT II (CONCESSIONS) 
  
 
DISTINGUISHING FEATURES OF THE CLASS:  Under general supervision of senior 
leadership, the incumbent is responsible for planning, directing and coordinating all 
departmental vendor management activities in the Department of Parks, Recreation and 
Conservation. This includes all facility concessions and leasing operations, including 
negotiating and facilitating contracts, rents and fees, monitoring concession operations, 
and maintaining quality control at all sites. Responsibility also involves residential 
agreements, real estate appraisals, and inspections for a small number of residences.  
Supervision is not a regular responsibility, but oversight of vendor employees may be 
required. Does related work as required.   
  
EXAMPLES OF WORK: (Illustrative Only 
  
Oversees all vendor management activities for PRC, which spans all facilities throughout 
the County; 
 
Sources, negotiates, facilitates and oversees vendor and license agreements to ensure 
terms are adhered to and results in positive customer outcomes; 
 
Maintains effective working relationships with all vendors and their staff and resolve 
issues expeditiously; 
 
Conducts preliminary research, studies the potential of concession functions, and 
evaluates the worth and possibilities to recommend new concessions and modifications;   
  
Strategizes and plans for services to improve processes to meet the department’s goals 
and patron requests; 
 
Develops and organizes PRC concessions for facilities operated by the department 
including, but not limited to, the divisions of parks, recreation and conservation, golf 
courses, and the County Center;    
  
Prepares bidding and RFP documents and coordinates all bidding procedures and 
ensuing resolutions for the Board of Acquisition and Contract;   
  
Negotiates license and lease particulars such as fees, duration, and other relevant 
provisions; 
  
Collects and transmits all license fees, rents, tax and utility reimbursements for all 
concession and leasing operations;    
  
Verifies insurance arrangements, pricing practices, and various inventories of County-
owned equipment; 
  
Oversees and inspects operations of the various licensed and leased components, 
including assisting in the promotional and operational aspects of certain functions;    
  
Oversees and is responsible for all procedures for leasing County parkland for private, 
public, industrial and recreational purposes; 
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EXAMPLES OF WORK: (Illustrative Only) (cont’d) 
 
Maintains continual contact and acts as liaison with appropriate PRC supervisors and the 
staff of County departments such as Budget, Finance, Law, Risk Management, Health, 
and the Board of Acquisition and Contract as necessary;  
  
Administers and directs the rental of PRC residences, including appraisals, on-site 
inspections, record keeping, and the coordination of maintenance and repairs;    
  
Prepares and oversees the budget for repairs and replacements involved with the 
concession and leasing function. 
 
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments;    
 
May perform other incidental tasks, as needed. 
  
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  
Thorough knowledge of vendor management practices; thorough knowledge of the 
principles, practices and methods involved in concession agreements; thorough  
knowledge of the procedures and controls required to monitor concession operations; 
good knowledge of accepted methods for maintenance revenue records concerning rents 
and concession fees; ability to develop and maintain good relationships with all vendors, 
accountants, attorneys and staff effectively; ability to inspect property occupied by 
vendors and staff to determine required repairs and alterations; initiative; dependability; 
good judgment and effective decision making; ability to meet deadlines, multi-task and 
work in a fast paced environment are essential; physical condition commensurate with the 
demands of the position  
  
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Satisfactory completion of 60 
credits* toward an Associate’s or Bachelor's Degree* and seven years of progressively 
responsible business experience, three of which must have involved vendor management 
and contract negotiations in the development of commercial, governmental or institutional 
business;  
 
SUBSTITUTIONS: (1) Satisfactory completion of 30 extra credits* may be substituted on a 
year for year basis for up to two additional years of the required experience. (2) 
Satisfactory completion of a Master’s degree may be substituted for one year of the 
required experience.  
 
*SPECIAL NOTE:  Education beyond the secondary level must be from an institution 
accredited or recognized by the Board of Regents of the New York State Education 
Department as a post-secondary, degree-granting institution.  
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