
Athletic Director Job Description 
 
QUALIFICATIONS: 

1. B.S. or higher including teaching license or coaching and athletic administration 
emphasis 

2. Minimum of five years of teaching/coaching experience 
3. Current or ability to complete valid MSHSL Head Coach Certification 
4. Ability to develop, organize and implement programs 
5. Ability to communicate with both internal and external groups 
6. Advanced computer literacy, including the ability to learn rSchoolToday’s scheduling 

program and other computer programs 
 
REPORTS TO: High School Principal 
 
SUPERVISES: Athletic Program 
 
JOB GOAL: To provide leadership, collaboration, and coordination in the area of the athletic 
program of the high school. 
 
PERFORMANCE RESPONSIBILITIES:  

1. Coordinates the 7-12 athletic program in collaboration with principal and coaches to 
ascertain programmatic needs on an annual basis, as well as prior to each season to 
ensure consistency of program. 

2. Initiates the recruitment and selection of coaches and makes employment 
recommendations. 

3. Supervises and evaluates all coaches and ensures completion of end-of-season duties 
for each program. 

4. Schedules all contests, issues contracts for the contest, and maintains the proper and 
necessary records. 

5. Ensures officials are scheduled and contracts are issued for all contests. Maintains an 
active file of officials under contract and pays officials following the contest. 

6. Arranges transportation for all contests. 
7. Ensures accurate and timely communication of information both electronically and 

verbally including but not limited to: schedules, transportation, contracts, officials, 
personnel decisions, parent communication and program evaluations. 

8. Supervises the preparation and verifies all athletic eligibility lists. 
9. Supervises all contests and acts as the host to officials and visiting schools. Oversees 

the supervision of contest employees and volunteers who work the athletic contest. 
Arranges for personnel to supervise contests as needed. 

10. Supervises athletic funds, prepares and administers a detailed operating budget for the 
athletic program and submits it to the building principal. Reviews and approves all 
equipment purchases and maintains a current inventory of all athletic equipment. 



11. Advises and ensures all coaches conform with Board, MSHSL, conference policies and 
regulations and with state and federal laws. Attends league, regional, and conference 
meetings. Ensures all coaches have successfully completed required continuing 
education programs. 

12. Supervises and is responsible for preparation for all home contests. 
13. Attends all section, district, region, and state events that require supervision. 
14. Provides leadership for and serves as liaison to high school athletic booster groups and 

coordinates, with the coaches, the support group for specific athletic programs. 
15. Other duties as assigned by the Superintendent and or his/her designee. 

 
The duties and responsibilities in this job description may be subject to change at any time due 
to reasonable accommodation or other reasons. 


