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Executive Director of Athletics
Employee Name (Print): _______________________________________

Reports To:

Superintendent
Dept/Campus:

Texas High School



Paygrade: Pro-7
Wage/Hour Status:
Exempt





Date Revised:
December 2014
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Direct and manage the overall program of extracurricular and intramural athletics for the district.  Work to provide each student an opportunity to participate in an extracurricular athletic activity and ensure compliance with all state, University Interscholastic League (U.I.L.), and local requirements.

QUALIFICATIONS:
Education/Certification:
Bachelor's degree from an accredited University

Texas mid-management or other appropriate Texas administration certificate desired

Valid Texas teaching certificate with physical education endorsement

Special Knowledge/Skills:
Knowledge of the overall operations of an athletic program

Ability to manage budget and personnel

Strong communication, public relations, and interpersonal skills

Knowledge of state and U.I.L. policies governing athletics

Calm and patient demeanor with students and others

Experience:
Five years of successful teaching and coaching experience

MAJOR RESPONSIBILITIES AND DUTIES:

	Instructional Management
	1. 
	Direct school athletic services to meet students' needs.

	
	
	

	
	2. 
	Ensure that student progress is evaluated on a regular, systematic basis, and the findings are used to make the athletic program more effective.

	
	
	

	
	3. 
	Plan the necessary time, resources, and materials to support accomplishment of educational goals.

	
	
	

	
	4. 
	Maintain an active program that promotes good sportsmanship and student development.

	
	
	

	School/

Organizational

Climate
	5. 
	Promote a positive and caring climate for learning.

	
	
	

	
	6. 
	Deal sensitively and fairly with persons from diverse cultural backgrounds.

	
	
	

	
	7. 
	Employ effective interpersonal skills.

	
	
	

	
	8. 
	Assess and respond to needs related to job responsibilities.

	
	
	

	
	9. 
	Contribute to the recommendation of sound policies directed toward program improvement.

	
	
	

	
	10. 
	Design feasible projects for implementing innovations.

	
	
	

	
	11. 
	Obtain and use evaluative findings, including student achievement data, to examine athletic program effectiveness.

	
	
	

	
	12. 
	Ensure that program renewal is continuous and responsive to student needs.

	
	
	

	Personnel Management
	13. 
	Prepare, review, and revise job descriptions in athletic department.

	
	
	

	
	14. 
	Develop training options and/or improvement plans to ensure the best operation in the area of athletics.

	
	
	

	
	15. 
	Evaluate job performance of employees to ensure effectiveness.

	
	
	

	
	16. 
	Make sound recommendations relative to personnel placement, transfer, retention, and dismissal.

	
	
	

	Administration and Fiscal/ Facilities Management
	17. 
	Direct and manage the district's athletic program and facilities.

	
	
	

	
	18. 
	Ensure that programs are cost effective and funds are managed prudently.

	
	
	

	
	19. 
	Compile budgets and cost estimates based upon documented program needs.

	
	
	

	
	20. 
	Implement the policies established by federal law, state law, State Board of Education rule, U.I.L. rules, and the local board policy in the area of athletics.

	
	
	

	
	21. 
	Compile, maintain, and file all reports, records, and other documents required.

	
	
	

	
	22. 
	Establish the physical and academic requirements of eligibility for participation in each sport, and verify each athlete's eligibility.

	
	
	

	Student Management
	23. 
	Demonstrate support for the district's student management policies and expected student behavior related to athletic program.

	
	24. 
	Establish and maintain open lines of communication by conducting conferences with parents, students, and teachers concerning vital issues.

	
	
	

	Professional Growth and  Development
	25. 
	Develop professional skills appropriate to job assignments.

	
	
	

	
	26. 
	Demonstrate behavior that is professional, ethical, and 
responsible and serve as a role model for all district staff.

	
	
	

	School/

Community Relations
	27. 
	Articulate to the community and solicit its support in realizing the mission.

	
	
	

	
	28. 
	Demonstrate awareness of district/community needs and initiate activities to meet those identified needs.

	
	
	

	
	29. 
	Demonstrate the use of appropriate and effective techniques 
for community and parent involvement.

	
	
	


SUPERVISORY RESPONSIBILITIES:
Supervise and evaluate the performance of coaches and support staff 
assigned to the area of athletics.

WORKING CONDITIONS:

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 will be made if necessary:

Mental Demands:
Ability to communicate effectively (verbally and written); interpret policy, procedures, and data; coordinate district functions; maintain emotional control under stress; maintain a clear focus on customer service; ability to manage others in a non-coercive manner 


Physical Demands/Environmental Factors:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facility. Duties also typically include considerable walking, standing, stooping, bending, and moderate lifting. normal office environment as well as inside and outside duties(exposure to sun, heat, cold, and inclement weather); frequent district wide and statewide travel; frequent prolonged and irregular hours.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.

Employee






Date
Supervisor






Date

Texarkana Independent School District    •    4241 Summerhill Road    •    Texarkana, Texas   75503
Texarkana Independent School District    •    4241 Summerhill Road   •    Texarkana, Texas    75503

