
 

 

 

 

 

 

 

 

 

 

JOB DESCRIPTION 

ATHLETIC DIRECTOR 

 

JOB DESCRIPTION: 

 The Athletic Director is responsible for coordinating all interscholastic sports for the Freedom Area 

School District so that all students have equitable opportunities to participate in athletic activities which 

will foster physical skills, a sense of worth and competence, a knowledge of understanding of the 

pleasures of sport, and the principles of sportsmanship and fair play. 

 

QUALIFICATIONS:  

 Minimum of an Instructional I certificate issued by the Commonwealth of Pennsylvania or a certification 

as an Athletic Director. 

 Deep understanding and knowledge of athletics and related activities. 

 Strong ability to communicate in writing and verbally. 

 Strong organizational skills. 

 

JOB RESPONSIBILITIES: 

1. Coordinates the operation of the overall program of interscholastic athletics for the district. 

2. Reports to high school and middle school principals as the first level of supervision. 

3. Maintains confidentiality of students’ and coaches’ personal information and information discussed with 

the Board of Directors, superintendent and/or principals. 

4. Takes all necessary and reasonable precautions to protect students’ and employees’ health and safety, 

equipment, materials and facilities. 

5. Supports the administration in the discipline of student athletes. 

6. Attends and supervises all home athletic events. 

7. Stays up to date and complies with all rules, regulations and requirements of the WPIAL, PIAA, District 

Policy and effective coaching practices. 

8. Maintains responsibility for all PIAA athletic eligibility requirements. 

i. Athletic eligibility must be reviewed weekly and communicated to coaches. 

9. Represents the District at all MAC and WPIAL meetings. 

10. Submits recommendations for hiring and firing of head coaches, assistant and voluntary coaches to the 

middle and/or high school principal and superintendent. 

11. With approval and direction from the middle and/or high school principal, hires officials, gate 

workers/ticket takers and police officers as required. 

12. Coordinates receipt of the required clearances (Copies of all clearances are to be sent to the Payroll 

Coordinator) 



13. Evaluates all head coaches and assistant coaches in collaboration with the middle and/or high school 

principal. 

14. Assists coaches to effectively and professionally resolve problems, complaints and concerns 

associated with their sports and student athletes and serves as a resource on athletic questions. 

15. Reports concerns of unsatisfactory work of any coach to the middle and/or high school principal and 

superintendent. 

16. Coordinates the completion of the required courses and trainings of every coach: 

i. Courses/training that must be updated yearly: 

17. Concussion Training Course 

i. Sudden Cardiac Arrest Training Course 

ii. Courses/Trainings that must be completed once in a career (Required by all coaches, paid and 

volunteer): 

a. Fundamentals of Coaching 

b. First Aid Health and Safety 

18. Organizes and schedules all interscholastic events as required and communicates appropriate 

schedules with the coaches and administration. 

19. Works with coaches to complete all end of season duties, including the end of season report: final 

roster, letter winners, inventory and location of said inventory, list of athletes that owe equipment, 

collection and storage of equipment, summary of season with record, any additional information as 

requested by the District. 

20. Coordinates student physicals prior to the beginning of each season in collaboration with the school 

nurse and District physician. 

21. Coordinates team transportation arrangements for athletic contest participants. 

22. Arranges provisions for meals and travel for athletes and coaches as appropriate. 

23. Arranges all details for visiting teams’ needs including meals, as appropriate. 

24. Coordinates requisitions of supplies, uniforms, and equipment for all athletic programs and reviews the 

budgeting process with the business manager and coaches. 

25. Maintains accurate inventory of all athletic equipment, uniforms, and related supplies to ensure fiscal 

accountability and proper use of District property. 

26. Reviews procedures with the business office regarding ticket sales and admission to maintain high 

levels of security. 

27. Coordinates with the Director of Buildings and Grounds on the equitable use of school playing and 

practice fields and facilities by the athletic teams and band. 

28. Works collegially with maintenance and custodial services with regard to the maintenance and upkeep 

of athletic fields, gyms, etc. 

29. Informs students about the sport and encourages sports participation. 

30. Interacts with student athletes, teachers, parents, and the community to build enthusiasm and 

encourage sportsmanship. 

31. Fosters positive school-community relations by keeping the school and the community aware of and 

responsive to the athletic program through social and/or print media. 

32. Works with coaches and the community to improve all teams and programs through evaluations, 

conferences, clinics, etc. 

33. Promotes a spirit within the athletic department that emphasizes quality of program and concern for 

students. 

34. Completes the PIMS Interscholastic Athletic Opportunities Disclosure report annually. 

35. Performs other duties as required by the nature of the position or as assigned by the administration. 

 


