
  

 WILLCOX UNIFIED SCHOOL DISTRICT 

 480 NORTH BISBEE AVENUE 

 WILLCOX, ARIZONA 85643 

 

JOB DESCRIPTION 
 

TITLE:    

Athletic Director 

 

POSITION SUMMARY/JOB GOAL: 

Provide for overall leadership and coordination among the various sports to facilitate programs 

that provide students worthwhile learning experiences. To organize, coordinate and evaluate the 

total high school athletic program while providing leadership and direction to the coaching staff. 

 

REQUIREMENTS: 

Arizona Administrative Certificate or evidence of eligibility to be certified by the AZ 

Department of Education before the commencement of the school year.  Previous coaching 

experience required.  Bilingual skills preferred. First Aid certification required.    

 

REPORTS TO: 

Superintendent and Principal   

  

ESSENTIAL FUNCTIONS: 

(THE LIST OF ESSENTIAL FUNCTIONS IS NOT EXHAUSTIVE AND MAY BE 

SUPPLEMENTED) 

 

• Responsible for overseeing the coaches at each location. 

• Primary contact for explaining and promoting the athletic program to the principal, 

faculty, student body and school patrons. 

• Coordinates the scheduling of all athletic events and arrangements for the appropriate 

transportation. 

• Responsible for the coordination and planning for the athletic budget 

• Oversees the practices times and sites. 

• Facilitates tournament management 

• Manages coaching staff and performs all coaching performance assessments 

• Attend the athletic events whenever possible and will work in conjunction 

with the coaching staff to ensure all home events are attended 

• Work with coaches and principals in problems of discipline concerning athletics.  Will 

also maintain a file of all athletic suspensions and expulsions from teams in regard to 

giving each athlete "due process". 

• Responsible for distribution of athletic insurance information to all athletes 

• Maintains physical exam files for each student athlete involved in athletics. 

• Keep the release and participation information form on file for two years after the 

individual graduates. 

• Through AIA, ensure the assignment of game officials for home events. 

• Act as a tournament manager for all league and tournament playoff activities that are held 

at the school district. 



  

• Maintain an active program that promotes sportsmanship and welcome the competing 

teams and guests. 

• Liaison between coaches and the athletic boosters club. 

• Maintain close communication with the principal for purposes of concurrence in 

direction-setting and problem-solving.  

• Plan and conduct student/parent orientation for all sports which will cover the potential 

for injury, expected student/fan conduct, coach responsibilities, complaint/grievance 

procedures, and opportunity for parent/fan input. 

• Plan and monitor coaching travel and training. 

• Procure necessary assistance to assure efficient facilitation of games. 

• High school and middle school athletic directors will coordinate activities and 

responsibilities with frequent communication. 

• Such other functions appropriate to the athletic directorship, AIA mandates, or that may 

be assigned by administration. 

 

PHYSICAL TASKS: 

Work involves the performance of duties where physical exertion is required to supplement 

normal sedentary work.  Will be asked to work standing up and engage in walking/jogging for 

long stretches of time.  Occasional lifting and carrying of objects up to 40 pounds may be 

required.  Work involves sitting for extended periods of time, moving from one location to 

another, reaching, stooping, climbing, bending and holding and grasping.  Visual weakness must 

not prohibit performance of job duties.  Verbal communicative ability may be required of public 

contact positions. 

 

MENTAL TASKS: 

Communicates, comprehends.  Develops, plans and evaluates school programs and curriculums.  

Collaborates with staff to coordinate school events.  Analytical problem solving and creative 

thought process. 

 

EQUIPMENT, AIDS, TOOLS AND MATERIALS: 

Uses office equipment such as telephone, computer, printer, copier and audio/visual presentation 

equipment. 

 

WORKING CONDITIONS: 

Works indoors, office/school environment, exposure to noise.  Outdoors in all types of weather 

conditions.  Extensive contact with employees, students and public 

 

EVALUATION: 

Performance of this job will be evaluated in accordance with the board’s policy on evaluation of 

professional staff (GDO). 

 

 

 


