
Job Description

Job Title: Activities Director

Department: Administration

FLSA Status: Exempt

General Definition of Work:

Under the direction of the building principals and superintendent, but primarily the high school

principal, the Activities Director is responsible for leading, supervising and overseeing after school

athletic programs within Public Schools within the policies of the District, and rules and guidelines of

the National Federation, Minnesota High School League, and area conferences. The Activities Director

is responsible for assuring a whole child approach with respect to entire programs in order to best

meet the needs of students and the community. This position does not run the Community Education

program.

Performs difficult professional and administrative work developing and maintaining an effective

educational program consistent with state and federal guidelines and the philosophy, policies and goals

of the School Board, ensuring student safety, and related work as apparent or assigned. Work involves

setting policies and goals under the direction of the superintendent and building principals.

Qualification Requirements:

To perform this job successfully, an individual must be able to perform each essential function

satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability

required. Reasonable accommodations may be made to enable an individual with disabilities to

perform the essential functions.

Essential Functions:

Willing to and actively challenges the status quo. Uses a variety of data to identify necessary change

initiatives. Builds on data analysis to define processes and protocols in order to create or adopt new

and better ways to improve school and classroom practices. Adapts his or her leadership behavior to

the needs of the current situation and is comfortable with dissent. Communicates and operates from

strong ideals and beliefs about school and learning. Possesses well-defined ideals and beliefs about

schools and learning that align with district non-negotiable goals and creates demand for change

through sharing beliefs about school, teaching, and learning with teachers and staff.
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Shares leadership in a manner that extends and promotes the ideals and beliefs about schools and

learning throughout the community. Inspires and leads new and challenging innovations. Inspires

coaches and staff to individually and collectively accomplish school goals. Establishes strong lines of

communication with teachers, coaches, associations, booster clubs, and community groups. Leverages

communications among and between stakeholder groups to increase the adoption of new and

innovative change initiatives within the district or school. Ensures that the coaches and staff are aware

of the most current theories and practices and makes the discussion of these a regular aspect of the

school culture. Uses rigorous and relevant research and theory on effective schooling to create demand

for change by providing professional development opportunities. Establishes clear goals and keeps

those goals in the forefront of the school's attention. Understands the importance of setting high

expectations for student and adult learning and achievement. Leads the school community in the

establishment of rigorous and concrete goals to ensure student learning and achievement. Provides

staff with tools, materials, equipment and professional development necessary for the execution of

their jobs. Ensures that all staff have professional development that enhances their skills and abilities.

Seeks out additional resources to maximize outcomes for all students and adults. Fosters shared beliefs

and a sense of community and cooperation. Demonstrates an understanding of how unity of purpose,

teamwork, and commitment to the work are interrelated and support the work of the school. Involves

faculty and staff in the design and implementation of important decisions. Demonstrates an

understanding of the importance of providing opportunities for stakeholder input on important issues

and decisions. Makes quality contacts and interactions with faculty, staff and students. Develops a

systematic and strategic plan for visibility that includes frequent visits to classrooms and work areas.

Frequent interactions with all stakeholder groups. Uses visits and interactions with stakeholder groups

to reinforce the outcomes that matter to all and the overall purpose of the school.

Establishes a set of standard operating procedures and routines. Maximizes the established policies,

procedures, and routines to build a culture that is safe, orderly and enhances student, faculty and staff

to engage in meaningful and productive work. Lead advocate and spokesperson of the school to all

stakeholders. Uses community relationships as both tangible and intangible assets to engage all

stakeholders in family and community involvement initiatives. Demonstrates awareness of the personal

aspects of all faculty and staff. Implements strategies to ensure productive working relationships.

Recognizes and rewards and celebrates school and individual accomplishments and acknowledges

failures. Inspires all stakeholders to make significant contributions. Protects coaches and staff from

issues and influences that would detract from their time or focus. Serves as a champion for protecting

and maximizing coaching and instructional time and focus to assure an effective learning environment.

Performs other duties as assigned.

This position supervises, evaluates, and delegates responsibilities accordingly. Develops and maintains

a handbook for coaches and advisors. Assists, advises and implements procedures for improving all

coaches and after school instructors and community educators. Supervises coaches. Plans and

schedules all activity events. Develops and coordinates supervision schedules for home activity events

using administrators, site managers, officials, volunteers, etc. Coordinates the public relations and

publicity for all activity events and programs. Prepares and recommends the budget for the activity’s
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program. Approves and authorizes an expenditure and payment of all invoices and purchases orders.

Coordinates and monitors and accounting and tracking of the department budget. Supervises the use

and coordinates the maintenance of all school-owned equipment, supplies and physical facilities used

by the activities program. Collaborates with the Maintenance Director of athletic fields on their

improvements.

Knowledge, Skills and Abilities:

Comprehensive knowledge of the policies, practices, methods and techniques used in the

administration and supervision of a school; thorough knowledge of prescribed school board policies

and procedures; thorough skill in oral and written communication; thorough skill in the use of personal

computers and related software packages; thorough skills in outstanding leadership and personal

characteristics; ability to motivate others to reach their fullest potential; ability to make arithmetic

computations using whole numbers, fractions and decimals; ability to compute rates, ratios and

percentages; ability to understand and apply governmental accounting practices in maintenance of

financial records; ability to establish and maintain effective working relationships with associates, area

activities directors, coaches, the Minnesota High School League, the school board, parents, elected

officials, students, staff, superintendent and the general public. Completes all federal and state title

applications.

Education and Experience:

Bachelor’s degree in education, or related field and moderate experience teaching, or equivalent

combination of education and experience. Certification as an athletic/activities director preferred.

Head coaching experience is preferred.

Physical Requirements:

This work requires the occasional exertion of up to 50 pounds of force; work regularly requires sitting,

frequently requires speaking or hearing and reaching with hands and arms and occasionally requires

standing, walking, using hands to finger, handle or feel, pushing or pulling, lifting and repetitive

motions; work has standard vision requirements; vocal communication is required for expressing or

exchanging ideas by means of the spoken word and conveying detailed or important instructions to

others accurately, loudly or quickly; hearing is required to perceive information at normal spoken word

levels and to receive detailed information through oral communications and/or to make fine

distinctions in sound; work requires preparing and analyzing written or computer data, operating

machines, operating motor vehicles or equipment and observing general surroundings and activities;

work has no exposure to environmental conditions; work is generally in a moderately noisy location

(e.g. business office, light traffic).

Details on Activity Director Duties

SCHEDULES AND OFFICIALS

Annually complete boys and girls sports schedules for all levels in grades 7-12.

Reserve Fine Arts concert dates to avoid sports schedules.

Enter all event schedules on the LSC website.

Electronically send game contracts on the LSC website.
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Secure officials for all sports.

Enter the officials on the LSC website.

Electronically send officials contracts on the LSC website.

Check opposing school’s schedules one week in advance.

GAME SUPERVISION/WORKERS

Secure game workers for Grades 7-12 contests.

Secure game supervision/crowd control personnel for games.

Bring money boxes to event site.

Bring money boxes back to the Activities Office and lock in safe.

Make sure that the game officials are taken care of when they arrive.

Make sure that game officials have beverages during the game.

Arrive at the event site in time to greet the visiting team and officials.

Make sure that all locker room keys are returned and duties completed.

Check the sites of lower level contests to be sure they get started.

COACHES

Prepare job description/posting for all coaching vacancies.

Set up/conduct interviews for all coaching vacancies.

Complete Recommendation For Hire form for all new coaches.

Enter all coaches contact info on MSHSL website.

Prepare coaches email list and have it posted on the district website.

Prepare annual Coaches Guide powerpoint presentation.

Email coaches quarterly reminders about their important duties.

Regularly check the MSHSL website admin page.

Make sure that all coaches have completed their MSHSL requirements.

MEETINGS

Attend fall and spring meetings of the MSHSL

Attend all scheduling meetings of the Lake Superior Conference.

MN STATE HIGH SCHOOL LEAGUE

Enter all directory information on the MSHSL website.

Complete eligibility verifications for each sport each season.

Order MSHSL supplies each year.

ELIGIBILITY

Complete Student Transfer Reports for all transfer students.

Complete online form for any eligibility issues.

Conduct interviews and document any student violations.

PUBLICITY

Contact local media outlets with information and schedule changes.

Publicize schedules/practice start info in August of each year.
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Order sport pocket schedules as needed.

Inform media about any Pep Rallies and State Send-Offs.

Inform the media about student athlete outstanding achievement.

Publicize annual student sport registration requirements.

BUDGET

Inform coaches about the process for ordering supplies.

Review all budget requests and submit approved items.

Meet with the Business Manager quarterly to review the budget.

Continually check the budget to make sure that there are no cost overruns.

Inform coaches about their uniform rotation.

Review all uniform orders to assure that the school colors are used.

TRANSPORTATION

Review and approve all coach’s requests for district transportation.

Make sure that coaches set transportation so that students attend classes.

Constantly monitor schedules to be sure transportation requests are accurate.

STUDENT REGISTRATIONS

Provide students with sport registration information each spring.

Register all students for each sport.

SECTION EVENTS

Secure district/community facilities for regional tournaments.

Secure workers for regional events hosted by RRHS.

Supervise regional events hosted by RRHS.

Prepare game programs for the event.

ATHLETIC TRAINER

Contact local providers to secure an Athletic Trainer contract.

Follow up to make sure an Athletic Trainer is present at all collision sports.

DISTRICT APPROVALS

Send notices to coaches prior to each sport season for names of volunteers.

Send notices to coaches prior to each sport season for overnight trips.

Send notices to coaches prior to each sport season for out of state trips.

Submit spreadsheets of each of the above to school board for approval.

Special Requirements: Minnesota Education Administrator License preferred.

Last Revised: 8/24
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