
ATHLETIC DIRECTORPRIVATE 

QUALIFICATIONS:

1.
Valid Oklahoma Teaching Certificate.





2.
Successful experience as a high school head coach.





3.
Masters Degree with Administrative Certification (Administrative Experience Preferred).





4.
Other Qualifications as Deemed Appropriate by the Superintendent.

.

REPORTS TO:

Secondary Principals/Superintendent

JOB GOAL:


The athletic director shall be the head of the athletic department and a participating member of the administrative staff.  He is a system-wide employee whose main duty is to direct, administer, and coordinate the system-wide athletic program.

Duties and Responsibilities:

 1.
Responsible to the superintendent of schools and works under the direction of the secondary principals.

 2.
Coordinate and supervise the system-wide program.

 3.
Attempt at all times to make the athletic program function as an effective, integral part of the total school program in the development of strong ethical character and health habits for the students of the Altus Schools.

 4.
Constantly evaluate the program, always seeking ways of improving interscholastic athletics.  Strive to have a high level of participation in all programs.

 5.
Responsible for the development and annual review of the Altus Schools Athletic Philosophy Statement with the assistance of the principals and coaches. This philosophy statement shall take into consideration the developmental age of all student athletes and the importance of developing positive attitudes toward competitive athletics.

 6.
Responsible for administering all interscholastic policies and procedures working within the confines of the rules and by-laws of the Oklahoma Secondary School Activities Association (O.S.S.A.A.).

 7.
Be knowledgeable of and administer fully all policies and procedures of the Altus Board of Education and the administrative procedures of Altus High School, Altus Junior High, and Altus Middle School.

8. Constantly promote the Altus Schools Athletic Program.

A. Promotes publicity for all interscholastic sports such as sports brochures, press and radio for all schools and shall assist the All-Sports Association in like promotional activities.

B. Foster good school-community relations by keeping the community aware of and responsive to the athletic program.

C. Maintains an active program that promotes sportsmanship and welcomes the competing teams and guests.

 9.
Attends and serves as school liaison at all All-Sports meetings.

10.
Submits to the superintendent (or designee) for approval, a fee schedule for admittance to all home sporting events each May for the following school year.  

11.
Responsible for the safekeeping and deposit of gate receipts for all home contests according to proper procedure of the Altus Public Schools business office.

12.
Responsible for the annual review of the “Athletic Policy and Procedures Manual”.

13.
Supervise and evaluate all coaching staff members and work with this staff cooperatively for the benefit of all students in all sports.  Evaluations shall be done in cooperation with building principals and shall consider teaching and coaching duties.

14. Prepare and administer a budget for the athletic department.

A. Work in conjunction with the secondary principals to develop the yearly budget for the athletic department.

B. Submits a financial report to the superintendent at the end of each calendar month and at the end of school year.

15. Supervise all care and maintenance of athletic equipment, materials, supplies and facilities.

A. Responsible for all recommendations for the improvement of adequate facilities which shall be directed to the superintendent of schools for consideration and referral at his discretion.

B. Provide for the cleaning, repairing and storing of all athletic equipment and maintain a perpetual inventory of all equipment.

C. Coordinates, with the supervisor of maintenance, the repair and maintenance of all athletic facilities.

D. Assumes responsibility for assignment of keys to the athletic facilities.

16.
Recommend employment of prospective staff members related to coaching responsibilities.  Classroom instruction will be primary function of each and every coach.  Selection of a teacher/coach shall be a joint responsibility of the athletic director, superintendent, (or designee) and the building principals.

17.      Supervise all home sports activities.

A. Attend all home athletic contests and/or arrange for proper supervision of athletic contests by administrative personnel.

B. Manages athletic facilities and controls the use of the same by band, football team, track team, etc.  Hires or makes necessary arrangements to provide required workers.

C. Responsible for the operation and organization of the press box.

18.       Responsible for scheduling physical examinations in accordance with the    

      requirements of the Oklahoma Secondary School Activities Association.
19.       Responsible for scheduling and supervising drug testing/screening in accordance          with Altus Public Schools Board Policy:  Student Drug Testing Program Extra   

      Curricular Activities # 700.351.

20.       Select, employ, and send order of payment to the business office for all officials for        competitive sports.

21.
Submits a list of out-of-town events he plans to attend at the beginning of each athletic season to the superintendent (or designee) for review.

22.
Process requisitions for purchases of all equipment and supplies for the athletic program using proper accepted procedures of the district business office.  Authorize payment for workers for athletic events using appropriate procedures.

23.
Responsible for determining scholastic eligibility of all candidates for athletic teams on a weekly/grading, period/semester basis.

24.
Maintains a permanent file of players, medical examinations, insurance forms, records, parent consent forms, payments, etc.

25.
Develop a system-wide plan to verify the nine-day absence policy per nine weeks as established by the Board of Education and the ten-day policy of the Oklahoma State Board of Education.

26.
Attend all meetings where the business concerns athletic participation.

27.
Plan and supervise an annual recognition program for school athletics.  Assist the All-Sports Association in planning the annual banquet and any other activities of the organization in any way possible.

28.
Supervise the secretary to the athletic department.

29.
Report to the proper administrator all special activities.  Building principals will give final approval for these activities.

30.
Accept constructive criticism, move quickly to solve problems and take immediate actions on suggestions.

31.
Perform such other duties as may be required and/or assigned by the Superintendent of Schools.

TERMS OF EMPLOYMENT:
Minimum 220-day contract.  Salary and work year to be established by the Board.

EVALUATION:
Performance of this job will be evaluated annually by the secondary  principals.

Reviewed and agreed to by: ________________________ Date: ___________

07/13/09

05/14/12


