DUTIES AND JOB DESCRIPTION FOR ATHLETIC COORDINATORS
Qualifications required:

1. Full-time teaching position in assigned school of Warren County School District

2. At least five (5) years of successful varsity head coaching experience or a combination of ten (10) years of varsity assistant coaching experience

3. Possession of working knowledge of all aspects of athletic administration

4. Membership in a professional coaching or athletic administrative organization

5. Such alternatives to the above qualifications as the principal may find appropriate and acceptable

Duties assigned to this position:

1. To supervise the athletic and intramural programs in consultation with the principal and/or the Supervisor of District-Wide Athletics and Co-Curricular Activities

2. To recommend coaching and intramural personnel and to evaluate their performances

3. To act as a consultant to the administration and coaching personnel on matters pertaining to the athletic program

4. To hold meetings with coaches whenever necessary to keep them informed of all matters pertaining to the athletic program

5. To supervise all athletic facilities, schedule practice use, and to recommend maintenance and repairs

6. To supervise and coordinate the budget and requisitions for all sports

7. To schedule all athletic events for his/her school

8. To represent his/her school in all athletic business at League and District meetings

9. To enforce and interpret all athletic rules and regulations within the frameworks of Warren County School District Handbook, P.I.A.A. Handbook, National Federation rules, and League rules in which membership is maintained

10. To prepare bus transportation schedules for all athletic trips

11. To act as game manager for all athletic contests and events for his/her school to obtain adequate personnel to insure smooth operation

12. To make all arrangements for all non-school facilities needed in the athletic program – swimming, golf, cross country, etc.

13. To hold special meetings for all new coaches and instruct them of their District responsibilities

14. To secure Insurance Liability Certificates for all properties where athletic events are held that are not owned by the District

Special requirements:

1. Release of publicity to press and radio:  Publicity of events in which his/her school will participate

2. Pre-game and half-time programs:  To coordinate the starting and stopping time schedules for bands, pre-game ceremonies, and half-time program

3. Principal notification:  To make recommendations to the principal regarding the conduct of each athletic activity

4. Faculty help:  To determine the need and to establish a schedule of assignments and reporting times for all personnel involved with an activity or event


5. Game program:  To obtain from visiting teams the information to be included in the game programs, paper releases, and radio programs

6. Liaison:  To inform visiting teams and officials of the details of their participation, time schedule, dressing facilities, etc.

7. Scheduling:  To reschedule all postponed athletic events, schedule gymnasium time, and schedule cheerleading practices

8. Preparation:  To prepare time sheets for timer, ticket takers, game managers, and security

9. Security:  To arrange security for all home events
10. Local agencies:  To work closely with local fire department and police agencies

11. Booster organizations:  To assist in organization, coordinate meetings, aid with finances, and assist with organization and operation of concessions

12. Budget:  To balance building athletic budget monthly and do budget transfers through the Supervisor’s office

13. Purchasing equipment:  To follow proper procedures when purchasing equipment or supplies

14. Physicals:  To arrange physicals annually
15. Inventory:  To inventory all equipment and supplies

16. Supervisor of press box:  To supervise all arrangements in the press box for the official personnel having duties during football games, baseball games, and track meets

17. Athletic Trainer:  To work with the athletic trainer regarding all sports injuries at his/her school

18. Printed schedules:  To develop schedule posters and pocket schedules as needed for use in publicizing all athletic programs

19. Certify player eligibility:  To prepare and check eligibility sheets (attendance and academic) each week, obtain faculty input, and notify parents and student-athletes of ineligibility

20. Practices:  To attend practices

21. Awards programs:  To schedule and coordinate awards

22. Meetings:  To meet with Building Administrator

23. Parents:  To meet with parents and make telephone calls to parents

24. End-of-season reports:  To acquire reports from coaches, tabulate, and file

25. Interviews:  To participate in all coaching position interviews and hire personnel

26. Summer:  Miscellaneous duties throughout the summer

Time involvement:  As deemed necessary to make the program successful

Supervisor(s) by title:

1.   Principal

2. Supervisor of District-Wide Athletics/Co-Curricular Activities

3. Office of the Assistant Superintendent
Evaluator(s) by title:

1.   Principal

2. Supervisor of District-Wide Athletics/Co-Curricular Activities

3. Office of the Assistant Superintendent
Safety precautions required:

1. Understand basic sports medicine techniques and practices

2. Basic First Aid preparation

3. Awareness of best training and injury procedures

4. Periodic clinic updating
5. Coordination of ImPACT baseline and follow-up testing

6. Coordination of NWCA weight control program 

