Carlynton School District
Job Description

Position: Athletic Director & Transportation Operations Coordinator
Reports to:  Building Principal

FLSA Status: Exempt

Employment: Full Time

Position Summary:

The Athletic Director & Transportation Operations Coordinator is responsible for the leadership,
coordination, administration, and supervision of the District’s athletic, recreation, student
activity, and student transportation operations programs. This position provides strategic
oversight of interscholastic athletics, extracurricular activities, recreation programs,
transportation coordination for curricular and co-curricular events, and compliance with
District, W.P.L.A.L., and P.I.A.A. regulations. The position oversees athletic personnel, manages
departmental budgets and operations, coordinates scheduling and event logistics, supports
student safety and wellness, and promotes positive school and community engagement
through effective communication, program development, and operational leadership. The
Athletic Director & Transportation Operations Coordinator collaborates closely with building
administrators, coaches, transportation providers, community organizations, non-athletic staff,
and District staff to ensure efficient operations, fiscal accountability, regulatory compliance,
and high-quality opportunities for students and the community. Under the purview of this role,
non-athletic staff include game workers, facility rental groups, and similar positions.

Professional Qualifications

e The following valid Pennsylvania teaching certificates are requirements for this position:
o Instructional | or Il: Bus-Computer-Info Tech PK-12 (1603)

Position Roles and Responsibilities

e Supervises athletic assistant, coaches, assistant coaches, athletic trainer, non-athletic
staff, recreation staff, and nonprofessional staff assigned to student activities.

e Works cooperatively with the W.P.I.A.L., the P.I.A.A., conference officials and designated
responsible building principals to promote a healthy and effective atmosphere.



Works with the building principals and other athletic and non-athletic staff in the
coordination, development, and maintenance of the District’s policy and procedures.
Researches, drafts and recommends changes, deletions, or additions to athletic, non-
athletic, and recreation policies and procedures as needed.

Conducts interviews cooperatively with the principals for athletic department
employment, and conducts appropriate experience and background checks for athletic
and non-athletic positions.

Makes recommendations for employment to the Superintendent in consultation and
cooperation with the principal.

Gathers performance information and conducts annual evaluation of all athletic and
non-athletic employees and volunteers, and jointly with other appropriate
administrative staff recommends reappointment, termination, promotion or transfer of
athletic, non-athletic employees to the Superintendent.

Oversees the investigation and resolution of all complaints or concerns raised by the
athletic and non-athletic staff, or complaints or anticipated disciplinary actions as they
pertain to athletic and non-athletic staff members, and recommends action to be taken.
Keeps the athletic and other concerned school personnel informed of athletic policies
and procedures, W.P.I.A.L. and P.l.A.A. regulations, and directives as appropriate, and
conducts workshops for athletic personnel.

Keeps non-athletic staff informed of policies and procedures, and conducts orientation
programs for non-athletic personnel.

Arranges physical examinations for all secondary sport participants and confirms
insurance coverage with the Director of Finance and Operations.

Arranges transportation for all athletic teams and approves all invoices for payment.
Attends conference and W.P.I.A.L. meetings as required or requested.

Manages the distribution of events tickets to coaches, principals, administrators, and
Board as provided by policy.

Completes arrangements for officials and auxiliary police/municipal police for athletic
functions as needed. The payment of officials and call out of auxiliary police/municipal
police shall be done in conjunction with the Director of Finance and Operations.
Completes all arrangements necessary for tournaments held at the District.

Reviews athletic programs and makes recommendations for changes or new programs.
Reviews recreation programs and makes recommendations for changes or new
programs.

Serves as a host for visiting teams for all sports and makes necessary arrangements so
that physical resources of the school are available to the visitors.

Arranges contracted services related to athletic and recreational programs.

Consults with coaches prior to finalizing schedules of inter-scholastic contests.
Arranges for advertisement and publicity for athletic and recreational events and
programs and distributes said materials throughout the District and to the news media.



Maintains an updated District Athletic Website, and any other communications deemed
necessary to promote the overall athletic program.

Shares responsibility with coaches and athletic trainers in checking and follow- up of
injuries and completes and processes necessary insurance forms.

Distributes and collects parent permission forms for student-athletes, checks returned
forms for accuracy and completeness, and maintains accurate and complete files.
Prepares and monitors the athletic and student activity department budget; provides
input to the central office in the preparation of the annual budget; and administers the
department budget by monitoring expenditures and recommending budget
adjustments based on budgetary constraints.

Collaborates with the Principal and Director of Finance and Operations to ensure proper
accounting of purchase requests and expenditures based on District financial protocols
for accountability and budgeting.

Prepares purchase orders, reviews invoices for accuracy, and monitors expenditures for
athletic and recreation supplies and equipment.

Maintains accurate financial records and inventories of equipment and supplies.
Prepares payroll for recreation staff and submits to the Business Office.

Establishes a fee structure for recreation programs and submits to the Superintendent
for Board of Directors approval and collects fees and submits to the Business Office.
Documents and files a composite record of inter-scholastic contests to include names of
players and substitutes as supplied by the coaches, player’s eligibility, scholarship, date
of birth and semester of participation.

Maintains historical records, artifacts, photographs, and news items dealing with the
athletic program in a manner so as to preserve their condition and to ensure availability
for future reference.

Oversees and communicates with Booster Groups to ensure proper compliance with all
policies, procedures, and guidelines applicable to Booster Groups.

Works cooperatively with community groups to establish sources of revenue for the
athletic and recreation programs.

Ensures proper adherence to District policy and procedures and ensures proper
adherence to applicable contract language that is in effect for the District.

Serves as the District’s transportation operations coordinator by facilitating
transportation operations between the District, schools, and the contracted
transportation provider.

Coordinates and arranges for student transportation related to curricular and co-
curricular student activities (i.e. athletics, educational field trips, clubs, orientations,
etc.)

Any other related duties and responsibilities which may be assigned by the Building
Principal.



Position Qualifications

Professional Competencies

Demonstrated proficiency in computer and technology skills related to data collection,
record maintenance, communication, and office operations.

Ability to manage multiple responsibilities, prioritize tasks effectively, and meet
established deadlines.

Ability to communicate clearly and professionally with administrators, staff, students,
parents, substitutes, and community stakeholders.

Knowledge and effective use of communication methods and technology appropriate to
assigned responsibilities.

Ability to identify concerns, analyze problems, and recommend appropriate solutions.
Ability to exercise initiative, sound judgment, and decision-making within established
administrative guidelines.

Ability to maintain confidentiality regarding District operations, personnel, and student
information.

Interpersonal Skills

Ability to establish and maintain positive and productive working relationships with
students, parents, staff, administration, and community members.

Ability to listen, respond, and interact with others in a professional, respectful, and
courteous manner.

Ability to work collaboratively as a team member, coordinator, or leader as assigned.
Demonstrated ability to promote a positive, cooperative, and service-oriented work
environment.

Ability to manage responsibilities and challenges in a fair, consistent, and equitable
manner.

Ability to work effectively in environments with frequent interruptions and changing
priorities.

Position Expectations

Professional Responsibilities

Demonstrates professionalism, dependability, and accountability in all job
responsibilities.

Adheres to District policies, procedures, and established chain of command.

Responds appropriately to supervision, direction, and feedback.

Demonstrates initiative and the ability to work independently with minimal supervision.



e Maintains appropriate professional appearance and conduct for the work environment.

e Incorporates innovative and progressive practices when appropriate to support District
goals.

e Reports to work on time, maintains regular attendance, and uses work time efficiently
and productively.

Organizational Skills

e Organizes work responsibilities and office/classroom operations efficiently to
accomplish assigned tasks.

e Effectively plans, prioritizes, and manages multiple assignments, projects, and
deadlines.

e Demonstrates flexibility and adaptability in response to changing work demands and
priorities.

Technical Skills

e Demonstrates the ability to learn and effectively use new and existing software,
hardware, and instructional technologies.
e Maintains working knowledge of standard office equipment and productivity tools.
e Produces written communication that is clear, concise, grammatically correct, and
professionally formatted.
e Demonstrates proficiency in Microsoft Office/G-Suite applications and related
technology tools, including:
o Word processing and document formatting
o Spreadsheet development and basic formulas
o Presentation software and digital communication tools
o Desktop publishing and graphic design applications as applicable to the position

Physical Demands

e Ability to traverse throughout school buildings and District facilities as needed.

e Ability to sit or stand for extended periods of time.

e Ability to lift, move, or transport materials and equipment weighing up to 30 pounds.

e Manual dexterity sufficient to operate office equipment and computer technology.

e Ability to perform repetitive hand and finger movements associated with keyboard and
computer use.



Work Environment:

e The employee primarily works in an educational environment that includes classrooms,
offices, common student areas, and school activity settings.

Driver’s License:

e Must have a valid driver’s license.

Clearances:

e Every employee must submit an Arrest/Conviction Report and Certification Form as
required under Pennsylvania Act 24 of 2011, Act 34 (Criminal Record Check), Act 151
(Child Abuse History Check), FBI (Federal Bureau of Investigation) Criminal History
Check, Act 126 (Part 1) Recognizing Child Abuse and Mandated Reporter Training, and
Act 126 (Part Il) Professional Ethics & Educator Discipline Act.

e Asper Act 15 of 2015, all clearances must be renewed every five (5) years. Also, as of
December 22, 2014, Act 168 of 2014 requires all newly hired employees to provide the
District with the Sexual Misconduct/Abuse Disclosure Release Form for all former
employers in which they had direct contact with children and any current employer/s.
The District may not hire any applicant for a position until the employment history
review process has been completed.

Terms of Employment:

e Work year, schedule, salary and benefits defined as per the Collective Bargaining
Agreement between the Carlynton School District and the Carlynton Federation of
Teachers.

Evaluation:

e Performance will be evaluated by the Building Principal in accordance with Act 13 and
the Carlynton Federation of Teachers Collective Bargaining Agreement evaluation
procedures.

e This job description is subject to change as determined by the Superintendent.

e Approved by Administration and provided to the Board of School Directors on ENTER
DATE HERE.






