
  

POOL MANAGER 
 

The Pool Manager is responsible for water safety and the transmission of matters of pol- 
icy and procedure to aquatic center staff. In addition to performing general lifeguard duties, he/ 
she is responsible for the pool and Locke room area, supervision of lifeguard and other aquatic 
personnel and related work as required. He/she will maintain close contact with, and advise, the 
Aquatics Director in all matters pertaining to the pool operations. He/she will also assist in 
putting together the weekly training of the staff and all programming including private lessons, 
special programs and all matters related to publicizing these programs. 

 
Qualifications: 

1.  Age 18 years of age or older - younger person may be considered depending upon 
maturity, knowledge, and experience. 

2. Sound physical and mental health. 
3. Good eyesight and hearing. 
4. Certifications: 

◆  Water Safety Instructor (WSI ) 
◆  Lifeguard Training 
◆  Standard First Aid (Advanced preferred),CPR for the Professional Rescuer  

5. Minimum of five years of aquatics experience; two years in aquatics supervisory 
position. 
6. Knowledge of administrative principles and practices. 
7. The ability to work cooperatively with the public and employees in promoting good 
public relations and providing a safe, efficient aquatics operation. 

 
Duties and Responsibilities: 

1. Responsible for all pool operations. 
2. Responsible for providing work schedules and adjusting work schedules as situations 
warrant. Has the authority to add or lay off staff for the day to ensure the safe and 
proper operation of the pool. 
3. Regularly meet with the Aquatics Director. 
4. Supervise the entire pool staff. 
5. Serve in a public information/relations capacity. 
6. The following records and reports must be kept: 

a) Accident / Incident Reports - send one to Aquatics Director within 24 hours 
of an accident, one to the High School Office, and keep one at the pool for the 
purpose of accident mapping. 
b) Record of Complaints - send one to Pool Director, one to the High School 
Office, and keep one at Pool. 
c) Daily Reports - accidents, first aid, guards and personnel on duty evaluations. 
d) Record of schedules for staff. 
e) Addresses, phone numbers and records of all lifeguards and WSI personnel. 
f) Record of lifeguard’s progress in training and conditioning program; 
including evaluations. 
g) Weekly reports. 



  

 

7. Equipment 
a) See that the pool is properly and sufficiently equipped to render assistance in 
emergencies and that all personnel are trained in the handling of rescue 
equipment. 
b) Let Aquatics Director know of equipment needed and/or unsafe conditions in 
the pool area as soon as possible. 
c) Check the phone or communication system upon opening each day to be sure 
they are in proper working order. 
d) Request supplies, materials and equipment needed. 

8. Training: 
a) Explain schedules, rotation and breaks. Go over rules, guard duties, guarding 
techniques, and professional behavior on duty. 
Demonstration how to fill out time cards, accident reports, and daily reports. 
Explain use of public address system and all emergency procedures. 
b) Arrange for the routine drilling of all guards and any special training pro- 
grams through the Aquatics Director. 
c) Be responsible for the safety of all guards in methods of signals and 
procedures for handling rescues, major accidents, first aid, and other 
disciplinary or trouble some situations through proper scheduling, assuring 
equipment maintenance, and conducting in-services. 

9. Scheduling: 
a) Make out the Guard schedule for all Pool personnel. 
b) Curtail, restrict or reduce the area of swimming when dangerous conditions 
make it advisable to maintain maximum protection for the patrons. 
d) Deal with large groups. Inform them of rules, ordinances, and swimming 
regulations. 
e) Submit written evaluations of all pool personnel and prepare 
recommendations. 

10. Perform all other duties and responsibilities as assigned. 



  

SWIMMING INSTRUCTOR (WATER  SAFETY INSTRUCTORS) 
 

Qualifications: 
1. At least 14 years of age. 
2. Good eyesight and hearing. 
3. Sound physical and mental health. 
Certifications: Water Safety Instructor, 
Lifeguard Training Preferred 
C.P.R. for the Professional Rescuer, and First Aid. Preferred 
Ability to effectively communicate and have patience with children and adults. 
Ability to effectively perform instructional swimming techniques within the 
established guidelines of the American Red Cross. 

 
Duties and Responsibilities: 

1. Directly responsible to the Aquatics Director. 
2. Responsible for the care and return of all equipment. 
3. Accept class assignments from the Aquatics Director. 
4. Conduct all classes using the American Red Cross methods and within the 

guidelines set by the American Red Cross. 
5. Ensure the safety of all students. 
6. Maintain proper positive and corrective discipline among students. 
7. Present a favorable public image. 
8. Submit attendance, pass-fail, and the American Red Cross forms to the Aquatics 

Director as requested. 
9. Issue certificates to students successfully completing instruction. 
10. Be professional, alert, courteous, and always tactful. 
11. Teach swim classes in the pool at least one time per class. 
12. Perform related duties as assigned by the Pool Manager or the Aquatics Director 



  

SWIMMING INSTRUCTOR (WATER SAFETY INSTRUCTOR  AID) 
 

Qualifications: 
1. At least 14 years of age. 
2. Good eyesight and hearing. 
3. Sound physical and mental health. 
4. Certifications: Water Safety Instructor Aid Course or instruction in 

programming. 
5. Ability to effectively communicate and have patience with children and 

adults. 
6. Ability to effectively perform instructional swimming techniques within the 

established guidelines of the American Red Cross. 
 
Duties and Responsibilities: 

1. Directly responsible to the Swimming Instructor 
2. Responsible for the care and return of all equipment. 
3. Accept class assignments from the Aquatics Director. 
4. Conduct all classes using the American Red Cross methods and within the 

guidelines set by the American Red Cross. 
5. Ensure the safety of all students. 
6. Maintain proper discipline among students. 
7. Present a favorable public image. 
8. Be professional, alert, courteous, and always tactful. 
9. Be in the water with the students. 
10. Perform related duties as assigned by the Pool Manager or the Pool Director. 

 
Wages and Hours: 
Swimming instructor aids are scheduled to work during swimming instruction sessions. 
Instructors are paid for classes they teach. 



  

YOUTH SWIM TEAM  COACH (HEAD) 
 

The Aquatic Center youth swim team coach is responsible for providing instruction and supervision to 
youth interested in competitive swimming. 

 
Qualifications: 

1.  Age 18 years of age or older - younger person may be considered depending upon maturity, 
knowledge, and experience. 

2. Certifications: 
• Standard First Aid (Preferred) 
• Water Safety Instructor certification (Preferred) 
• Lifeguard Training (Preferred) 
• C.P.R. for the Professional Rescuer (Preferred) 

3. Knowledge of swimming rules and regulations (WIAA). 
4. The ability to work with children in a positive and encouraging manor. 
5. The ability to work cooperatively with the public to promote positive relations. 

 
Duties and Responsibilities: 

1. Provide direct supervision for the teams throughout practices and swim meets. 
2. Keep records and provide copies of the reports to the recreation director. 

a) Accident / Incident Reports 
3. Equipment 

a) Provide equipment order forms for swim suits, caps and warm-ups to all participants 
b) Submit purchase order forms for ribbons and awards. 

4. Schedule 
a) Contact area pools to make out a swim schedule for each session. Minimum of 3 
meets per session. Home and away meets. 

5. Procedures 
a) Fill out time card and turn in at the end of the season. 
b) Have all district paperwork filled out including TB test, W-4 form, Wisconsin state 
withholding form, criminal background check, banking information, ect. 
c) Be responsible for the safe handling of blood and body fluids. 

 
Wages and Hours: 
The youth swim coach will run practices during the week and attend competitions on weekends. The 
season is broken down into 2 sessions. Each session marks the start of a new pay period. 
 School Year Session (October to March): Practice on Tuesday and Thursday for 60 Minutes. 
Minimum of 3 swim meets.
 Summer Session (June to August): Practice on Tuesday and Thursday for 60 Minutes. Minimum 
of 3 swim meets.



  

ASSISTANT YOUTH SWIM TEAM  COACH 
 

The Aquatic Center assistant youth swim team coach is responsible for providing instruction and 
supervision to Sheboygan Falls youth interested in competitive swimming. 

 
Qualifications: 

1. Age 18 years of age or older - younger person may be considered 
depending upon maturity, knowledge, and experience. 
2. Certifications: 

• Standard First Aid (Preferred) 
• Water Safety Instructor certification (Preferred) 
• Lifeguard Training (Preferred) 
• C.P.R. for the Professional Rescuer (Preferred) 

3. Knowledge of swimming rules and regulations (WIAA). 
4. The ability to work with children in a positive and encouraging manor. 
5. The ability to work cooperatively with the public to promote positive relations. 

 
Duties and Responsibilities: 

1. Provide direct supervision for the teams throughout practices and swim meets. 
2. Keep records and provide copies of the reports to the recreation director. 

a) Accident / Incident Reports 
3. Procedures 

a) Fill out time card and turn in at the end of the season. 
b) Have all district paperwork filled out including TB test, W-4 form, Wisconsin 
state withholding form, criminal background check, banking information, ect. 
c) Be responsible for the safe handling of blood and body fluids. 

 
Wages and Hours: 

The youth swim coach will attend practices during the week and competition events on 
weekends. The season is broken down into 2 sessions. Each session marks the start of a 
new pay period. 

 School Year Session (October to March): Practice on Tuesday and Thursday for 60 
minutes. Minimum of 3 swim meets.
 Summer Session (June to August): Practice on Tuesday and Thursday for 60 Minutes. 
Minimum of 2 swim meets.



  

LIFEGUARD 
 

Qualifications: 
1. At least 15 years of age. 
2. Sound physical and mental health. 
3. Good eyesight and hearing. 
4. Certifications: Current certification in Lifeguard Training, C.P.R. for the 

Professional Rescuer, and First Aid. 
5. Successful completion of pre-season training. 
6. Ability to supervise activities of other people, give directions, and enforce rules 

and regulations. 
 
Duties and Responsibilities: 
 Enforce all rules and regulations.
 Provide needed supervision to prevent accidents.
 Initiate emergency procedures if accident prevention fails.
 Administer proper first aid.
 Responsible for the care and maintenance of issued equipment.
 Keep the pool area free of dangerous debris.
 Immediately report needed repairs to the Pool Manager.
 Serve in a public information/relations capacity.
 Present a favorable public image.
 Perform related duties as assigned by the Pool Manager.
 Inspect all rescue equipment, telephone, radio, and first aid kit daily, restocking as 
necessary.
 Perform alert, preventative guarding.
 Daily Cleaning and other assigned duties as directed by the Pool Manager.



 

 

DESK ATTENDANT 
 

Qualifications: 
1. At least 14 years of age. 
2. Pleasant Personality 
3. Friendly and courteous 
4. Certifications Preferred: Current certification in Lifeguard Training, C.P.R. for the 

Professional Rescuer, and First Aid. 
5. Successful completion of pre-employment training. 
6. Ability to supervise the activities of other people, give directions, and enforces 

rules and regulations. 
Desk responsibilities: 

1. As a desk attendant, it is important to keep in mind that you are the first employee 
that patrons meet. 

2. It is important to be polite and knowledgeable of pool operations. 
3. Any question that you cannot answer, refer to the Pool Manager. 
4. Check Swim Passes to ensure validity. 
5. Record Attendance. 
6. Make sure that all money is accounted for. 
7. Keep friends away from the counter. 
8. Keep the desk area clean and neat at all times. Paper and litter must be picked 

up immediately. 
9. The counter is to be run very businesslike. 
10. Work the front counter area, maintain order in the bathhouse, and keep all areas 

clean and hazard free. 
11. Only employees are allowed behind the counter. Attendants are expected to stay at 

the desk at all times. Do not leave unless you have a replacement. 
12. Keep a lost and found box, pick up. 

Remind swimmers to shower before entering the pool area. Refer patrons who have noticeable skin rashes 
or open sores to the Pool Manager. 


