CLASS TITLE:       HIGH SCHOOL ASSISTANT ACTIVITIES DIRECTOR


PRIMARY  FUNCTION:  To assist in the organization and administration of the overall program of extra-curricular athletics, both intramural and inter-scholastic, for McCracken County High School; to perform administrative components of creating, implementing, and sustaining sponsorship opportunities with community partners to support both academic and athletic programs
BASIC REPRESENTATIVE DUTIES/ESSENTIAL FUNCTIONS:

· Implements all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Fosters good school-community relations by keeping the community aware of and responsive to the school’s extra- and co-curricular programs.

· Assists with the organization and scheduling of all interscholastic extra- and co-curricular events.

· In absence of the Activities Director, acts as a consultant to the administration and coaching personnel on matters pertaining to the activities program.

· Holds meetings with coaches and sponsors when necessary to keep them informed of all matters pertaining to activities.

· Assists in selection of officials for all games and assume general responsibility for the proper supervision of home games.

· Works with Activities Director and district staff to arrange transportation for athletic contest participants.

· Works with Activities Director and district staff to arrange for meals and lodging for athletes and coaches when opponent is a distance justifying arrangements.   

· Assists with verifying the eligibility of each student to participate in his/her chosen sport/activity.

· Assists with keeping records of all high school athletic contests and maintaining records.
· Works in cooperation with appropriate staff to publicize through media outlets upcoming events in which the high school is participating.
· Attends all home athletic events as assigned.

· Assists with coordinating appropriate personnel, the starting and stopping time schedules for bands, pre-game ceremonies, and half-time programs.

· Assists the school in obtaining from visiting teams the information to be included in the individual game programs.

· Assists in developing schedule posters and pocket schedules as needed for use in publicizing all programs.

· Develops and maintains high school event calendar.

· Manages high school social media sites as assigned.

· Coordinates all naming rights and sponsorship opportunities with community partners, including contracts and logistics of advertisements and naming rights.

· Consult community organizations to establish partnerships. 
· Maintains list of corporate sponsorships, partnerships, and donations.
· Responsible for invoicing for sponsorships, partnerships, and donations and for collection of funds and equipment.
· Maintains activities web page for all sports/activities related updates and news.

· Responsible for technology control room and supervision of scoreboard technology.

· Performs all duties listed above and other duties as assigned by immediate supervisor.

· Maintains a professional and appropriate appearance.

· Treats all individuals with fairness, dignity and respect.

· Maintains regular and predictable attendance.
· Adheres to the professional code of ethics.

· Follows all McCracken County Public School Policies and Procedures.  

EDUCATION AND EXPERIENCE:

-Four-year college degree 
-Experience with media, technology, event-planning (Preferred)

- PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	
	►

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	
	►
	

	Bend/Stoop/Crouch
	
	
	►
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	
	►
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

In accordance with salary schedule established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Classified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the supervisor.

_____________________________

________________________________

Signature





Date

Print Name

