
 

 
 

POSITION DESCRIPTION 
 

Director of Athletics, K-12 Physical Education 
& Intramurals  

    
 
 
TITLE:    DIRECTOR OF ATHLETICS, K-12 PHYSICAL EDUCATION &  
    INTRAMURALS 
 
REPORTS TO:   HIGH SCHOOL PRINCIPAL 
 
PRIMARY FUNCTION: Assist the secondary principals and assistant superintendent of 

curriculum in providing school-wide leadership and responsibility for 
the district’s athletic, intramural and physical education programs. 

 
QUALIFICATIONS  -  EDUCATION & EXPERIENCE 
 
Education: 
 MA in educational leadership, athletic administration, and or related fields from accredited 

university preferred 
 BA or BS degree in education and/or physical education/recreation preferred  

 
Experience: 
 Minimum of three years of successful teaching experience preferred 
 Minimum of three years experience as an athletic director or related experience 
 Knowledge of theory, research methods, and best practices in education preferred 
 Minimum of five years of successful varsity coaching experience desired  
 Planning and organizational skills, knowledge of age appropriate PE curriculum, application 

of appropriate assessment desired 
 Planning and organizational skills, knowledge of age appropriate intramural and athletic 

programs  
 Computer literacy skills 
 Demonstrated leadership and success in parent/community relations, staff development, 

and human relations 
 Experience in managing budgets, writing grants and/or developing partnerships  
 Demonstrated experience in strategic planning and fund development  
 Such alternatives to the above qualifications as the Board may find appropriate and 

acceptable. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES 
 

1. Work cooperatively with the principals in planning and administering all aspects of the 
secondary athletic programs. 

2. Assist the principal and staff in the administration of effective building discipline, dealing 
with specific student athlete violations of the athletic code of conduct. 

3. In conjunction with the building principal, hire coaches and handle all personnel related 
issues regarding coaches. 

4. Observe and evaluate varsity coaches. 
5. Assist in safety inspections and safety drill practice activities. 
6. Administer the rules and regulations of the Board of Education as they apply to students 

within the athletic and intramural programs. 



7. Maintain effective relationships with school, community services, school agencies, and 
other areas of public relations. 

8. Assist in athletic plant and grounds operation and maintenance. 
9. Represent the district on various athletic and physical education regional, state, and 

national councils, committees, organizations, and commissions as designated by the 
principal, Board of Education, and/or Superintendent. 

10. Keep confidential information on students and/or personnel as necessary. 
11. Assume the primary responsibility for the enforcement of the district’s athletic code of 

conduct and assure that all coaches under him/her follow and enforce said code. 
12. Schedule and secure valid contracts for all conference and non-conference athletic 

contests, and publish, print, and post such schedules in a timely manner. 
13. Arrange for athletic contest support personnel, and ensure the fair payment for such 

provided services. 
14. Schedule and secure valid contracts for necessary referees for all athletic contests, and 

ensure the fair payment for such provided services. 
15. Delegate to the provided athletic secretary necessary athletic department paperwork, 

and supervise such work as to accuracy, promptness, and proper distribution. 
16. Ensure administrative presence at each home athletic contest either by his/her own 

attendance and/or by arranging for someone else. 
17. Evaluate head/varsity coaches in writing. Before the season begins mutually agreed 

upon goals must be established. A mid-season review occurs with a written evaluation 
completed after the season is completed.  

18. Provide the vision for the athletic, PE and intramural programs. 
19. Aid the Assistant Superintendent of Business in the development of an annual athletic 

budget in time for the June preliminary budget adoption process by the Board of 
Education. 

20. Maintain an inventory of all school owned athletic equipment and uniforms; sign release 
orders to the payroll clerk when coaches complete all agreed duties, including returning, 
storing, and inventory of team equipment, uniforms and keys, and when all assistant 
coaching evaluations have been completed. 

21. Assume the responsibility of ordering all needed athletic equipment and uniforms. 
22. Arrange for seasonal athletic award nights, banquets, potlucks, etc. Work with athletic 

secretary to secure the necessary certificates, medals, plaques and trophies. 
23. Represent the district at the athletic conference meetings, regional and state athletic 

directors’ meetings and tournament drawings. 
24. Make arrangements for the local opportunity for reduced fee physical exams for 

prospective athletes. 
25. Advisor for the K-12 physical education program, curriculum and instruction. 
26. Cooperate with the community recreation programs in facility usage and development of 

age appropriate recreation and intramural programs. 
27. Responsible for enforcement of the coaches’ code of conduct found in the coaches 

handbook. 
28. Responsible for enforcement of the student/athlete code of conduct.  
29. Perform all such other duties as may be assigned to them by the principal or 

superintendent. 
30. Perform other duties as required. 

 
WORKING ENVIRONMENT/CONDITIONS 
 
While performing the duties of this job, the employee is regularly required to walk, stand, sit, speak 
and hear. Specific vision abilities required by this job include close vision, color vision, and depth 
perception. The position will require computer work, involving repetitive hand movement and close 
vision. The work environment(s) for this position will consist of several different settings, including 
an office and school buildings. Work is performed primarily indoors but will include some outdoor 
activities.  



Employee shall remain free of any alcohol or non-prescribed controlled substance abuse in the 
workplace throughout his/her employment in the district.  
 
(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. The information 
contained in this job description is for compliance with the Americans with Disabilities Act (ADA) 
and is not an exhaustive list of the duties performed for this position. Additional duties are 
performed by the individuals currently holding this position and additional duties may be assigned).  

The Board of Education does not discriminate on the basis of race, color, religion, national origin, 
sex, disability, age, height, weight, marital status, or any other legally protected characteristic in its 
programs and activities, including employment opportunities.  
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