
241 - ATHLETIC DIRECTOR JOB DESCRIPTION 
 
The primary function of the Athletic Director is to manage and oversee the District’s 
interscholastic athletic program. 
 
QUALIFICATIONS: 
Bachelor’s degree (preferred) with administrative and/or coaching experience. Position 
requires a working knowledge of WIAA rules and regulations; good organizational and 
communication skills; and ability to work cooperatively with others. 
 
REPORTS TO: 
Junior/Senior High School Principal and District Administrator 
 
SUPERVISES: 
All coaching staff 
 
PERFORMANCE RESPONSIBILITIES: 

● Prepare a master athletic budget and supervise equipment inventories with input 
from coaches 

● Secure and file the paperwork for equipment lease requests involving the athletic 
department 

● Prepare a master sports calendar that includes conference and non- conference 
games/events 

● Coordinate gym, building, weight room and athletic field use with the District 
office and  the District building use calendar as applicable to athletic programs. 

● Coordinate gym use for practices and games and give final clearance for the use 
of either the gym, weight room, or the athletic field 

● Work with coaching staff and transportation supervisor to schedule all athletic 
departure times and provide bus supervision with trip sheets 

● Take care of travel arrangements and approve overnight accommodations for 
players or athletic teams (and coaches) competing in postseason competition 

● Seek and recommend suitable competition for all non-conference events/games 
with input from coaches 

● Hire all officials for 6-12 and non-conference contests 
● Confirm official’s contracts and all non-conference contest contracts 
● Secure game workers for athletic contests, chain crews, announcers, clock 

operators, scorekeepers, line judges, etc. and submit the list of contracted 
workers for that contest to the event supervisor prior to the event 

● Submit athletic expense request sheets for payment of officials and other 
workers to District office 



● Coordinate the collection of rosters for program information as needed 
● Act as a resource person and coordinator for all head coaches 
● Hire, assist, or supervise at home athletic contests 
● Assist in the selection of coaches for the athletic program 
● Evaluate all athletic programs on an annual basis; make recommendations for 

improvement to the Building Principal and District Administrator 
● Complete an evaluation form and hold a conference with all head coaches after 

the conclusion of their sport season 
● Mediate the resolution of problems, issues, and concerns that may arise between 

coaches and athletic programs 
● Provide a channel through which students and the community may express their 

concerns about an athletic program 
● Provide for in-service of coaching staff as needed 
● Disseminate WIAA materials and enforce WIAA rules and regulations, including 

player eligibility 
● Collect, file, and notify athletes and coaches regarding student eligibility as it 

pertains to the WIAA physical cards and athletic code of conduct 
● Collect and maintain on file a properly completed physical card or alternate year 

physical card for every student participating in athletics 
● Distribute athletic training rules yearly to all athletic participants; collect and 

maintain on file a signed copy of student letters of intent 
● Administer the school athletic code in a fair and consistent manner that is within 

the intent of the code 
● Ensure District adherence to all WIAA and district policies, administrative rules, 

procedures, and codes relating to and participation in athletics 
● Help with the organization of the Sports Medicine Program  
● Coordinate distribution of letters, chevrons, captain stars, etc. 
● Attend monthly athletic conference meetings 
● Perform other duties as assigned  
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