
RAMAPO INDIAN HILLS REGIONAL HIGH SCHOOL DISTRICT 
BOARD OF EDUCATION 

Oakland, New Jersey  07436 
 

JOB DESCRIPTION 
 

Title:  Athletic and Student Activities Director  
  
Qualifications: 
1. A Master’s degree from an accredited college or university. 
2. New Jersey Teacher Certification  
3. New Jersey Principal’s or Supervisor’s Certificate or eligibility for same 
4. Demonstrated leadership in the organization and administration of a district-

level athletic program 
5. Ability to maintain a positive learning environment and high standards of 

conduct for athletes 
6. Strong interpersonal and communication skills 
 
Organizational Relationships: 
Evaluated by the principal, assistant principal(s), and other appropriately certificated 
administrators/supervisors as designated by the superintendent.  The principal will be 
the primary evaluator. 
 
Primary Function: 
Under the general direction of the principal, shall be responsible for the 
administration, supervision, and evaluation of the total high school athletic and 
activities program.  He/she shall be responsible for all matters involving 
interscholastic athletics and activities and shall promote cooperation between the 
coaches of the various sports and activities among coaches, advisors, teachers, and 
administrators concerning athletic and district policies.   
 
Major Responsibilities: 
To act as the administrative head of athletics and activities:  coordinate, supervise, 
and direct all resources and activities pertaining to the athletic and activities 
programs; maintain and improve the program; create and preserve an atmosphere 
in which coaches and advisors can perform to the best of their abilities, work 
cooperatively with students, parents, staff, and community to promote the best 
interests of the school; participate in general school planning and make 
recommendations to the principal on matters relating to the improvement of the 
athletic department, school, and District as a whole; work cooperatively with other 
departments in the school district for the continuing improvement of the programs 
of the District; participate in activities of professional organizations so as to 
improve professional competence. 
 
Athletic Director Duties and Responsibilities: 
1. Handle all matters involving interscholastic and intramural athletics. 
2. Assist in the establishment of objectives and standards for the athletic and activities 

department. 
3. Manage and evaluate the department supplies, books, equipment, and 

supplementary materials. 
4. Maintain an up-to-date inventory of athletic equipment and uniforms. 
5. Arrange schedules for all athletics and file contracts in the director’s office. 
6. Assist staff members in the handling of day-to-day problems. 
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7. Conduct staff meetings with the members of the athletic department advisors when 
necessary. 

8. Arrange transportation for all athletic teams, band, cheerleaders, and activities 
groups. 

9. Contract for all home game officials and have checks prepared for them. 
10. Arrange for the care, maintenance, and storage of all athletic equipment. 
11. Plan athletic award dinners. 
12. Prepare publicity and press releases concerning athletics. 
13. Arrange for all athletes to have medical examinations. 
14. Arrange for insurance coverage for all athletes. 
15. Assist in the recruitment, screening, and hiring of athletic coaches. 
16. Assist in orientation and inservice training programs for coaches. 
17. Evaluate coach performances, conduct a post-evaluation conference to discuss 

strengths and weaknesses, and make recommendations to the principal. 
18. Supervise all athletic contests and maintain complete athletic records for all sports. 
19. Attend home games, meets, and contests and attend away games when possible, or 

appoint a representative to act in his/her stead. 
20. Be responsible for submitting requisitions for all athletic equipment and supplies. 
 a. Consult individual coaches regarding the equipment and supplies needed. 
21. Keep on file a complete financial record of receipts and expenditures. 
 a. Review the receipts from each game. 
 b. Keep available a record of all paid bills and checks. 
 c. Maintain direct control of all financial records. 
22. Communicate with the members of the Athletic Department on an ongoing basis 

regarding department needs and policies. 
23. Supervise the care, game preparation, and maintenance of all facilities (gym, locker 

rooms, fields, etc.) 
24. Be responsible for publicity and press releases concerning athletics. 
 a. Help present a favorable image of athletics to the public. 
25. Assume leadership in the development of the Varsity, Junior Varsity, and Freshman 

Programs. 
26. Provide for the proper administration and supervision of all home athletic contests.  

This would include but not be limited to: 
 a. Selling and collecting of tickets 
 b. Arranging for sufficient police coverage 
 c. Arranging for medical and ambulance coverage 
 d. Providing additional seating facilities if needed 
 e. Providing necessary facilities for the visiting team 
 f. Having the necessary game equipment ready 
 g. Having the necessary personnel available (chain gang, program sellers, ticket 

takers, etc.) 
 h. Arranging for videotaping where appropriate 
 i. Providing necessary facilities for press, television, and radio coverage 
 j. Arranging for programs sales 
 k. Arranging for school personnel to be available for crowd control 
27. Support active Booster Clubs and attend dinners when feasible. 
28. Stimulate cooperation between the coaches of the various sports and between 

coaches, teachers, and administrators concerning general athletic policies. 
29. Have a thorough knowledge of the NJSIAA and league rules and regulations. 
30. Communicate the needs of the Athletic Department for indoor and outdoor facilities 

with the Coordinator of Facilities & Operations and the foreman of each building. 
31. Approval of athletic facilities by outside groups. 



  Page 3 
   

32. Inform parents and athletes of all applicable district policies including, but not 
limited to, the district’s Extracurricular Drug and Alcohol Policy. 

33. Perform other duties which may be within the scope of his/her employment and 
certificate(s) or may be assigned by the administrators under the authority of the 
Board of Education. 

 
Clubs and Activities Duties and Responsibilities 
1. Supervise high school activities. 
2. Assist in the recruitment, screening, and hiring of advisors. 
3. Maintain monthly attendance reports for each activity. 
4. Monitor activity advisors’ websites to ensure program description, meeting dates, 

and additional information is posted in a timely manner and kept up to date. 
5. Arrange transportation for all activities when necessary. 
6. Conduct staff meetings for activity advisors when necessary. 
7. Represent the school at activity meetings when assigned. 
8. Assist activity advisors in the handling of day-to-day problems. 
9. Plan activity assemblies. 
 
 
Terms of Employment: 

Twelve-month contract year, in accordance with contractual arrangements as 
approved by the Board of Education. 

 
Evaluation: 

According to State Statutes, N.J.A.C. Title 6, Board of Education Policy and 
Procedures. 
 

References:  Article VIII, Section IV, Paragraph 1, New Jersey Constitution, N.J.S.A. 18-1 
11-1 27-4, and N.J.A.C. 6:3-1.21. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
February 25, 1997 
Revised:  June 9, 1997 
Revised:  February 7, 2011   


