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Director of Athletics REV 4-26-21 msh/wr  

Position Title: Director of Athletics 

 

Qualifications: Bachelor Degree in Related Field 

  Sports Management Degree or pursuing Sports Management Degree or related field 

  Minimum of five years’ experience as an Athletic Director, Assistant Athletic 

Director, or related field 

   

 

Reports To:  Superintendent or Designee 

 Supervises: Coaches, Assistant Coaches, Aquatics, and Athletic Trainer 

 

Job Goal: To provide a comprehensive K-12 athletics program that provides opportunities to 

participate in activities that will foster physical skills, a sense of worth and 

competence, and a knowledge and understanding of the pleasure of sport, lifetime 

activities, and the principles of good sportsmanship.  

 

The Director of Athletics is the day-to-day supervisor of the athletic programs.  

They are the administration's appointed authority to see that the K-12 athletics 

programs run smoothly within the dictates of Board policy. 

 

Performance Responsibilities: 

 

1. Be responsible to the Superintendent or designee for all matters involving interscholastic and K-

12 athletics for both boys and girls. 

 

2. Prepare a budget each year to cover the required expenditures necessary to conduct the K-12 

athletics program. 

 

3. Hold at least three parent meetings to be conducted with coaches to include one in the fall, winter,                   

and spring.   In addition, meet annually with all coaches to review the coach’s handbook, district 

policies and procedures, and the Coaches Code of Conduct.   

 

4.   Maintain open lines of communication between students, parents, and coaches in conjunction     

with all Board Policies and procedures. 

 

5. Arrange schedules for all athletic contests and practices, and file those arrangements in the 

director's office. 

 

6. Arrange transportation in collaboration with the Transportation Supervisor for all athletic teams,  

cheerleaders, and student spectators. 

 

7. Contract for all home officials and be responsible for payment of said officials. 

 

8. Be responsible for checking the eligibility of all athletes of interscholastic sports in accordance 

with P.I.A.A. and local district rules. 
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9. Be responsible for publicity and press releases concerning athletic programs, and encourage 

articles of coaches concerning their sports in coordination with the Superintendent or designee. 

 

10. Assume leadership in developing a K-12 athletics and sports program that promote lifetime 

activities. 

 

11. Attend games, meets, and contests, where large numbers of student spectators are possible and/or 

tickets are sold, or appoint an administrative representative to act in their stead. 

 

12. Arrange for athletes to have an opportunity for a physical examination in accordance with 

P.I.A.A. and local district rules. 

 

13. Be responsible to check that all athletes are properly covered by insurance. 

 

14. Work with coaches for approving all recommendations for athletic awards. 

 

15. Foster cooperation between the coaches of the various sports, and between coaches, teachers, 

and administrators concerning general athletic policies. 

 

16. Have or develop a knowledge of the P.I.A.A. rules and regulations concerning interscholastic 

sports. 

 

17. Attend Erie County Athletic Directors meetings and act as a liaison between the North East 

School District and the North East Recreation Commission for intramural and summer recreation 

programs. 

 

18. Keep a complete financial record of the entire athletics and intramural programs 

 

19. Prepare a financial record report after each home athletic event for distribution to the 

Administration and Board. 

 

20. In coordination with the Superintendent and/or designee, be responsible for hiring and/or the 

recommendation of coaches in accordance with Board policy and the Collective Bargaining 

Agreement. 

 

21. Be responsible for the evaluation, recommendation for promotion, or improvement, as well as to 

 ensure all coaches have their up to date clearances and mandatory trainings.  Evaluations will be 

completed within one month of the conclusion of the in-season sport and/or activity. All coaches 

(volunteer and paid) clearances, training certificates, and evaluations must be provided to the 

district office to be kept in the personnel file. 

 

 

22. Keep advisors/coaches up-to-date with changes to district policy.  

 

23.  Collect and house student physicals, concussion, and Sudden Cardiac arrest paperwork. 
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24.  Be responsible for the proper administration and supervision of all home athletic events and  

       contests. This would include: 
 

a. The selling and collecting of tickets 

b. The arranging for sufficient police coverage in order to maintain crowd control 

c. The arranging of proper medical coverage 

d. Providing facilities ready for play, including scorers, timers, field markings, and all 

other necessary equipment 

e. The payment of officials 

f. Recommend game workers 

g. Be responsible for assuring that the locker rooms have been examined and the facilities 

have been properly closed following athletic events 

 

25.  Serve as the liaison between the district and Sports Boosters program to ensure the annual financial 

       statement is provided to the district Business Office.  

 

26.  Other duties as assigned. 

 

Terms of Employment:  Salary and work year to be established by the Administration and Board. 

 

Other Qualifications: 

 

1. Exhibits mature and professional judgment  

  2. Proficient with spreadsheet  

  3. Is organized 

  4. Has interpersonal and communication skills 

  5. Develop working knowledge of the contracted steps  

  6. Develop working knowledge of the North East School District hiring policies 

  including clearance guidelines 

   7.  Develop working knowledge of North East School District Cash Handling Policy. 


