
 

 

Job Description 

 

Job Title: Athletic Director/ Dean of Students Secretary        
Position Type: Support Staff 
Supervisor: Athletic Director & Business Director       
Board Approved: October 21, 2019 
 
Job Summary  
Leads the function of the District’s Athletics department under the direction of the Athletic 
Director.   
 
Essential Duties  
1. Ability to communicate orally, and it writing. 
2. Strong organizational, computer, and communication skills. 
3. Strong knowledge of software programs including Desktop Publishing, Excel, and Word. 
4. Knowledge of facility scheduling. 
5. Ability to own the position, assume responsibility, display initiative, and exercise good  
    judgement. 
6. Must work independently, prioritize with limited discretion, and have strong attention to detail. 
 
Athletic Support Duties 
1. Student records/eligibilities/rosters-Completed each season, and monitored/updated all season  
    long for ineligible players. 
2. Prepare ticket change boxes and reconcile gate receipts. 
3. Prepare athletic find lists. 
4. Prepare sports schedules: including calendars, transportation, photographer, etc. 
5. Coordinate Athlete  packets, handbooks, forms, etc. 
6. Coordinate: Coaches handbook, information, locks, checklists, award lists, medical  
    kits, etc.) 
7. Prepare Athletic Awards: and Senior Awards 
8. Assist Athletic Director with facility usage. 
9. Assist Athletic Director with event workers. 
10. Assist Athletic Director with cancellations/reschedules due to inclement weather. 
11. Obtain injury reports from coaches as it relates to athletes, and follow up appropriately with  
      parents and staff 
12. Record Athlete physical cards 
13. Perform other responsibilities assigned by the Athletic Director and/or Business Director.. 
14. Promote a positive image of the District at all times. 
15. Maintain confidentiality of all District employee and student records. 



16. Maintain student co-curricular activities and volunteer work in PowerSchool. 
 
Job Specifications  
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. Reasonable accommodation may be made to enable individuals with disabilities, who are 
otherwise qualified, to perform the essential functions.  
 
Minimum Qualifications (Knowledge, Skills and/or Abilities Required)  
Completion of a standard high school or any equivalent combination of experience and training 
including or supplemented by business school courses. Thorough knowledge of standard office 
procedures, practices and equipment including mainframe/data processing equipment. Must possess 
excellent typing skills and be proficient in Microsoft Word, Excel and Google. Ability to establish and 
maintain effective working relationships with other employees and the general public; must possess 
excellent public relations and telephone skills. Ability to understand and follow oral and written 
instructions.  
 
Working Conditions & Physical Requirements  
Must have the ability to sit for extended periods of time; exhibit manual dexterity to use a telephone, 
to enter data into a computer; to see and read a computer screen and printed material with or without 
vision aids; hear and understand speech at normal levels and on the telephone; speak in audible tones 
so that others may understand clearly in person and on the telephone; ability to understand and follow 
oral and written instructions; physical agility to lift up to 25 pounds.  
 
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. Duties are normally 
performed in an office environment.  
 
Supervision Exercised: None  
 
Supervision Received: Athletic Director & Business Director 
 
 
This job description in no way states or implies that these are the only duties to be performed by this 
employee. The Athletic Secretary will be required to follow any other instructions and to perform any other 
related duties as assigned by the Athletic Director or Business Director. Big Foot Union High School 
reserves the right to update, revise or change this job description and related duties at any time 
 
 


