Zachary Community School Board

Position Description

JOB TITLE:  Athletic Director, Fundraiser, Alumni Director
REPORTS TO:  Designated Administrator/Supervisor
SCOPE OF RESPONSIBILITIES:

To help implement parish athletic programs to include supervision of personnel, implementation and monitoring of rules, regulations of the LHSAA and policies of the Zachary Community School Board, and overseeing athletic activities of the schools.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Provides leadership for the organization and development of the school’s athletic programs
· Administers and monitors compliance with Board policies, administrative regulations, and LHSAA rules and regulations, and recommends corrective action following any necessary investigations of infractions of athletic rules and regulations
· Recommends purchase of equipment, supplies and uniforms, as appropriates
· Oversees the recommendation of volunteer coaches in all sports
· Maintains necessary financial forms: budget request, insurance records, eligibility forms, and similar paperwork as assigned
· Attends all LHSAA seminars and annual meetings to remain current on changing rules and regulations
· Maintains a current membership in the LHSAA
· Enforces disciplined and sportsmanlike behavior at all times.  Establishes and oversees penalties for breach of such standards
· Maintains self-discipline, sportsmanlike behavior, and displays exemplary conduct at all times
· Carries out other duties as assigned by the Board, Superintendent, Principal
WORK ENVIRONMENT/HOURS WORKED:
· Required to work in a school setting with a climate-controlled environment subject to School Board energy policy guidelines and in outside areas subject to climate extremes
· The length of the workday varies from the length of the school day to extend days as the result of evening activities or emergencies.  
· Job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the school site
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COMMUNICATION SKILLS:
· Must be able to effectively communicate in Standard English both orally and in writing.  Communication must be commensurate with age and skill of listener. 

· He/she must be able to give and receive information accurately via a telecommunication system

· He/she must be able to communicate effectively with students, parents, school personnel, and the public in both individual and group situations

· He/she must be able to access data, to summarize information accurately, and to provide written reports to his/her supervisor

EQUIPMENT USED:

· Must be able to use computer, keyboard, printer, facsimile machine, copy machine, public address system, audio visual equipment, security alarm system and other appropriate machines
PHYSICAL INVOLVEMENT:

· Able to perform these physical activities: standing, walking, reaching, bending, and lifting 50 pounds is sometimes required.

· Able to operate appropriate equipment

MENTAL INVOLVEMENT:

· Able to plan and implement appropriate educational programs for all students and teachers

· Able to understand and interpret written and verbal instructions

· Keep accurate, up-to-date written records

· Able to comply with state and parish regulations

· Able to utilize effective classroom management techniques
HUMAN RELATIONS INVOLVEMENT:
· Must be able to work cooperatively with students, teachers, parents, school personnel, and the community
· Must be able to respond appropriately to supervision and accept commendations and
recommendations

· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds
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MINIMUM QUALIFICATIONS:
· Is employed as a teacher or administrator
· Demonstrates interest in and aptitude for executing the performance responsibilities as listed
TERMS OF EMPLOYMENT:
12 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 
the position.  It is not intended to be a comprehensive listing of all duties and                                           responsibilities.  The Zachary Community School Board reserves the right to change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

