
Job Description – Dean of Students/Activities Director
Qualifications:
Masters degree in education.  Arizona teaching certificate.  Strong knowledge of 
all athletic events management and coaching.  Must successfully pass a background check.
Reports to:
High School Principal

Job Goals:
To administer, supervise and coordinate the total athletic program in the best interest of the district.

I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the High School Principal informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Selects appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the High School Principal
II.   Job Specific Responsibilities

7. Organizes athletic events

· Schedules events

· Arranges facilities and personnel (e.g., doctor, paramedic, trainer, officials) needed for athletic events

· Makes decisions regarding changes in schedule due to unfavorable weather conditions

· Arranges transportation for teams

· Recruits and trains faculty to assist in events (e.g., tickets, concession stand)

· Attends or designates an administrator to oversee athletic events

8. Serves as athletic liaison

· Attends district, regional, and state athletic council meetings 

· Reports to school personnel on athletic information and issues

· Represents the school in all athletic businesses at league and conference meetings

9. Supervises coaches and athletes

· Informs coaches of duties and responsibilities 

· Prepares athletic handbooks of policies and procedures

· Distributes handbook to all athletes, parents of athletes, and school staff

· Provides guidance and discipline to coaches and athletes if required

10. Administers student-athlete eligibility systems

· Collects and maintains data on student athlete medical information and scholastic eligibility records

· Provides information regarding scholastic eligibility to students and parents

· Regulates athletic eligibility according to state and local guidelines

11. Assists with money raising projects for the district

· Acts as a liaison to booster club

· Participates with management team in planning the development of community resources

· Contacts local businesses for donations

12. Maintains contact with local media

· Arranges for publicity releases

· Submits articles pertaining to athletics to both the school and local newspapers

· Schedules preseason publicity with the local newspaper

· Acts as official spokesperson for school athletics
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