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Job Classification:  Athletic Director 

 
Job Title:  Teacher on Special Assignment - Athletic Director 
 

Job Purpose Statement:  The Athletic Director is responsible for providing outstanding 
leadership and communication in the development, organization, implementation, 
coordination, and evaluation of the district’s athletic programs. The Athletic Director must 
work collaboratively with students, parents, staff, coaches, and community members to 
promote co-curricular athletic programs that foster academic excellence, leadership, 
character, skill development, sportsmanship, and an understanding of the sport.  Inherent 
in the position are the responsibilities for planning, curriculum development, program 
evaluation, and personnel and financial management of the district athletic program.  The 
Athletic Director is under the immediate supervision of the Hood River Valley High School 
Principal. 
 
Essential Job Functions: 

 Provides leadership and works as part of an administrative team to promote and 
support all student activities, including co-curricular athletic events. 

 Strives to promote equality and diversity throughout the entire athletic program. 

 Supervises and directs the coaching staff to ensure that proper practice schedules 
are maintained and that OSAA (and other sport specific governing agencies ex. 
OISRA) rules are adhered to by all athletic teams. Ensures that coaches follow 
procedures for cleaning, storage, and maintenance of all athletic equipment and 
uniforms, including the maintenance of updated inventories. 

 Communicates with students, parents, coaches, staff members, community members 
and the media in all matters relating to athletics across the district in both written and 
verbal forms. 

 Schedules all co-curricular athletic events and coordinates use and maintenance of 
athletic fields and facilities. 

 Manages athletic events including set-up and clean-up, ensuring that events are safe 
for athletes, coaches, staff and spectators. 

 Develops, implements and ensures adherence to appropriate rules and regulations 
governing the conduct of athletic activities, participants and observers. 

 Ensures adherence to medical and safety requirements for athletes, coaches and 
staff. 

 Facilitates the hiring, evaluation and if necessary, termination of all coaching 
positions. 

 Maintains necessary records and completes required paperwork in a specified time 
and manner. 

 Works closely with athletic secretary to ensure proper form(s) (insurance, physicals, 
athletic contracts) are obtained and current for students.  

 Ensures that all student athletes are academically eligible and have paid fees. 
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 Coordinates all athletics related services including, but not limited to, rosters, 
transportation and scheduling officials. 

 Meets regularly with coaches and staff. 

 Responds to personnel issues for the purpose of clarifying issues and implementing 
actions to address needs.   

 Interacts thoughtfully and courteously with students, staff and parents and resolves 
conflict in a professional manner. 

 Maintains and secures confidential records and inquiries per school district policies 
and state and federal laws. 

 Assists student-athletes in preparing for post-secondary athletic opportunities, 
including ensuring student-athletes are properly registered with the NCAA and/or NAIA 
Eligibility Centers. 

 Professionally represents the school and the District in interactions with student-
athletes, coaches, parents (including the Booster Club), community members, and 
League and State athletic authorities (including OSAA and OADA.) 

 Maintains appropriate certifications and training hours as required. 

 Develops and maintains a budget each year to cover the required expenditures 
necessary to conduct the athletic program. 

 Manages work time effectively, which will include numerous evening and night 
activities. 

 
Other Job Functions:  

 Performs other work as assigned by the high school principal or designee 

 Maintains consistent and predicable attendance to meet the requirements of the 
position. 

 
Experience Required: Recent teaching and coaching experience.  
 
Skills, Knowledge and/or Abilities Required: Knowledge of the rules, policies and 
regulations of the Oregon Schools Activities Association (OSAA), Oregon Department of 
Education (ODE), Federal and State Title IX Law and school and district policies. 
Knowledge of the support and development needs of a comprehensive athletics program.  
Ability to develop and manage a budget.  Strong verbal and written communication skills.  
Strong organization skills and detail oriented.   
 
Education Required: BA/BS or higher degree. 
  
Licenses, Certifications, Bonding, and/or Testing Required: Current Oregon Teaching 
License; Valid Driver’s license; Membership in the Oregon Athletic Director Association 
(OADA). 
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Physical Requirements: 
 
1. In an eight-hour day employee may: 
 a. Stand/Walk  {  } None { } 1-4 hrs {  } 4-6 hrs {x} 6-8 hrs 
 b. Sit   {  } None { } 1-3 hrs {  } 3-5 hrs {x} 5-8 hrs 
 c. Drive   {  } None {x} 1-3 hrs {  } 3-5 hrs {  } 5-8 hrs 
 
2. Employee may use hands for repetitive: 
 {x} Single Grasping {x} Pushing and Pulling {x} Fine Manipulation 
 
3. Employee may use feet for repetitive movement as in operating foot controls: 
 {x}Yes   { } No 
 
4. Employee may need to: 
 a. Bend  {x} Frequently {x} Occasionally  {  } Not at all 
 b. Squat {x} Frequently {x} Occasionally  {  } Not at all 
 c. Climb Stairs {  } Frequently {x} Occasionally  {  } Not at all 
 d. Lift  {  } Frequently {x} Occasionally  {  } Not at all 
 
5. Lifting: 

 
{  }  Sedentary Work:  Lifting 10 pounds occasionally with frequent sitting and occasional 

standing/walking. 
 
{  }  Light Work:  Lifting 20 pounds occasionally with occasional sitting and frequent 

standing/walking. 
 
{  } Medium Work:  Lifting 50 occasionally, 25 pounds frequently with occasional sitting and 

frequent standing/walking. 
 
{X} Medium Heavy Work:  Lifting 75 pounds occasionally, 35 pounds frequently with occasional 

sitting and frequent standing/walking. 
 
{  } Heavy Work:  Lifting 100 pounds occasionally, 50 pounds frequently with occasional sitting 

and frequent standing/walking. 

 

Mandatory Child Abuse Reporting 
 

As mandatory reporter (ORS.419b.010) you are required to immediately report to Law Enforcement and or 
Department of Human Services, any instances of suspected child abuse. 

 
================================================================================= 

I have read and received a copy of this job description, and understand that a copy of this job description will 
become part of my personnel file.   

 

 

______________________________________  ______________________________________ 

Print Name      Signature 

 

______________________________ 
Date 


