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JOB TITLE: Assistant Director of Athletics  STATUS: Exempt 

 

REPORTS TO: Director of Athletics   TERMS: 230 days/ Non-contract 

 

DEPARTMENT: Athletics    PAY GRADE: AE107 

 

PRIMARY PURPOSE: 

Assist in managing the overall program of extracurricular and intramural athletics for the district.  

Ensure each student has the opportunity to participate at the high school and junior high level in an 

extracurricular activity.  Ensure compliance with all state, UIL, and local requirements.   

 

QUALIFICATIONS: 

Education/Certification 

 Master’s Degree in Educational Leadership or closely related field, preferred 

 Mid-Management Certificate or Principal Standard Certificate, preferred  

 Valid Texas Teaching Certificate, preferred 

 

Special Knowledge/Skills: 

 Knowledge of the overall operations of athletic programs 

 Knowledge of federal, state, district and UIL policies governing athletics 

 Ability to implement policy and procedures 

 Ability to interpret data 

 Ability to manage budget and personnel 

 Excellent organization, communication, public relations, and interpersonal skills 

 

Experience: 

 5 years of coaching experience at the 5A/6A level 

 3 years of head coaching experience at the 5A/6A level 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Assist the athletic director in monitoring athletic budgets. 

 

2. Work with campus principals and athletic coordinators in monitoring inventory needs per 

campus for athletics. 

 

3. Assist the athletic director, coordinator, and principal in hiring teachers/coaches. 

 

4. Assist providing professional development and certification for coaches for CPR, 1st aid, 

lighting, safety, etc. 

 

5. Work with school personnel to evaluate and improve extracurricular programs. 

 

6. Oversee the junior high coordinators in the development of athletic programs. 

 

7. Assist in vertically aligning athletic programs from junior high to high school. 

 

8. Evaluate, organize, and develop physical education program (K-12). 

 

9. Assist physical education teachers with district wide competitions and programs. 

 

10. Represent school district athletics in the community at all assigned events.  

 

11. Maintain knowledge of rules and regulations set by the UIL, the State Board of Education, the 

Texas Education Agency, the District Executive Committee, and the District.   
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12. Assist in compiling and maintaining reports and records required by the district and state. 

 

13. Provide input in the writing of policies and procedures for the athletic department.  

 

14. Oversee handbook changes in athletic handbook. 

 

15. Assist in implementing effective policy-driven decision making 

 

16. Assist the athletic clerks, coordinators and head coaches with guidelines to help direct and 

support booster clubs. 

 

17. Maintain punctuality in daily work times, appointments, and meetings. 

 

18. Maintain friendly customer-service-driven interactions with all stakeholders, students, teachers, 

administrators, and co-workers. 

 

19. Work cooperatively with co-workers and supervisor to ensure goals of the department are met. 

 

20. Maintain a positive and professional tone in all communication (i.e. email, written, and verbal). 

 

21. Perform other duties and accept other responsibilities as assigned. 

 

 

WORKING CONDITIONS: 

Mental Demands/Physical Demands/Environmental Factors: 

Tools/Equipment Used: Standard office equipment including computer and peripherals and other 

instructional equipment 

Posture: Prolonged sitting; occasional bending/stooping, pushing/culling, twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse. Frequent driving 

Lifting: Frequent light lifting and carrying (15 pounds or less) 

Environment: Work inside and work outside (exposure to sun, heat, cold, and inclement weather); 

occasional exposure to noise; frequent districtwide and statewide travel 

Mental Demands: Maintain emotional control under stress; 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. 

 

I have read and understand the duties and responsibilities required of this position as outlined above. 

 

 

________________________________  

Printed Name 

 

 

________________________________  

Signature 

 

 

________________________________  

Date 


