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ATHLETIC DIRECTOR 
 

DEFINITION 

 Under general direction, assist in the planning, development, and implementation of the policies, 

regulations, guidelines, and procedures pertaining to a school site interscholastic sports program; 

serve as a resource to administrators and interscholastic sports personnel concerning sports and 

recreation activities; other related functions as directed.  

 

REPORTS TO 

 Building administrator 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES  

 Plan, organize, coordinate and implement a comprehensive school site interscholastic sports 

program. 

 Plan, organize and coordinate sports program, league scheduling, and special sports activities in 

accordance with district policies, regulations, and guidelines. 

 Negotiate with sports league officials concerning regular season and playoff scheduling. 

 Assist in the establishment of sports program operational procedures, and in the activities and 

functions supporting home and away games, and in sports-related special activities. 

 Review, monitor, and audit the publications and materials prepared for distribution concerning 

athletic and activity program information. 

 Plan, develop, and coordinate a yearly athletic budget including the selection of materials, 

equipment, and supplies used in the interscholastic sports programs. 

 Assist in the recruitment, selection, and supervision of interscholastic sport coaches. 

 Confer with, counsel, and advise site administrators concerning interscholastic sports programs, 

special project programs and activities, and attend league and IHSA/IESA meetings as 

appropriate. 

 Supervision of home athletic contests as assigned by league and school administration. 

 Supervise the coaching staff. 

 Provide direction and oversight for game schedules, tournament participation, summer sports 

camps, transportation, assignment of officials, athletic clearance, final team rosters, and awards 

programs. 

 Plan, organize, coordinate and implement parent athletic information nights. 

 Serve as a liaison to the athletic parent booster group, attending booster meetings and assisting in 

raising the funds necessary to purchase equipment, uniforms, major capital projects, repairs, and 

coaching stipends as needed. 

 Work cooperatively with the buildings and grounds director and principal as it relates to facility 

maintenance, extra staffing needs, and the duties of the athletic equipment manager. 

 Maintains confidentiality. 

 Other duties innate to the position.  

 

QUALIFICATIONS REQUIREMENTS 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 

ability required. Passage of a physical is required.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 
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 Credential - Possession of all appropriate credentials in accordance with school code and relevant 

  sports associations, professional educator license and valid Illinois drivers license  

  preferred.   

 

 Education – Equivalent to completion of the twelfth grade required, Master’s degree in  

  administration preferred.   

 

 Experience – Any combination of experiences and training that would likely provide the required  

  knowledge and skill for the position.  Successful experience as an interscholastic coach  

  and/or school administrator preferred. 

 

PERSONAL QUALITIES 

 Appearance, grooming and personality which establish a positive example for students. Positive 

recommendations from supervisors and other professionals who have observed the characteristics, 

scholastic attainment and/or classroom performance of the candidate.  

 

REASONING ABILITY 

 Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists. Ability to interpret a variety of instructions furnished in 

written, oral, diagram, or schedule form.  

 

PHYSICAL DEMANDS 

 The physical demands described here are representative of those that must be met by an employee 

to successfully perform the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 While performing the duties of this job, the employee is regularly required to stand, walk, talk or 

hear, and taste or smell. This position requires accurate perception of sound, handling and working 

with educational sport learning aids, materials and objects, and providing oral information and 

direction. 

 The employee must occasionally lift and/or move up to 45 pounds and frequently lift and/or move 

more than 20 pounds. Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 

WORK ENVIRONMENT 

 The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions.  

 While performing the duties of this job, the employee may work in outside weather conditions, 

offices, locker rooms, classrooms, and/or gymnasiums.  

 The noise level in the work environment is usually loud. 

 
Positions Affected: AD WHS, AD WJHS  


