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Participate in the planning, operation and evaluation of summer athletic programs in cooperation with ELOP. E 
 
The Athletic Coordinator will support Elem/MS site leaders,  athletic directors, coaches, and student-athletes; develop 
league competition schedules - including facilities, equipment, coordination of officials, season record keeping, 
postseason tournament, awards,  manage operating budget - stipends, equipment, personnel, field prep liaison among 
coaches, site AD, site admin, district AD,  District Communications Department, and/or Facility 
improvement/Maintenance personnel. E 
 
Organize, plan, coordinate pre-season coaches meetings, quarterly Site AD/Admin meetings. E 
 
Develop sport season calendars.  E 
 
Evaluate Elementary/Middle School athletic program needs, make recommendations and implement appropriate 
changes. E 
 
Work with school improvement initiatives that close student achievement gaps between racial, ethnic, and economic 
groups by working with all of the diverse communities. E 
 
Perform related duties as assigned. 
 
 
TRAINING, EDUCATION, AND EXPERIENCE: 
 
Experience as an administrator, athletic director, coach, or other sport related field.  Experience building, facilitating, 
and leading high functioning adult teams is preferred.  Bachelor’s degree from an accredited university in athletic 
administration, physical education, school administration, sports management, or related field. Experience 
coordinating comprehensive program activities in a school/academic setting is preferred. Knowledge and experience 
working in the school or surrounding community is preferred.  
 
LICENSES AND OTHER REQUIREMENTS: 
 
Possession of a valid California teaching credential and Administrative Services Credential. Valid California Driver's 
License and proof of insurance. Current CPR certification. Current First Aid certification. Current Concussion in 
Sports certification. NFHS Fundamentals of Coaching certificate.  
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

• Pre-employment, training, and certification requirements to ensure legal compliance. 
• Budget preparation and control 
• CA Education Code, Board Policies and Regulations, and Administrative Regulations 
• Current applicable laws, codes, regulations, policies, and procedures. 
• School district organization, operations, policies, and objectives. 
• 
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• Develop standards, procedures, and manuals for athletic programs.
• Manage multiple priorities simultaneously with highly developed organizational skills and attention to detail.
• Establish and maintain effective working relationships with staff, parents, and the public.
• Lead and work with school improvement initiatives that close student achievement gaps between racial,

ethnic, and economic groups by working with all of the diverse communities.
• Communicate effectively, both orally and in writing.
• Read, interpret, apply, and explain rules, regulations, policies, and procedures.
• Analyze situations accurately, and adopt an effective course of action.
• Plan and organize work to meet schedules and deadlines.
• Prioritize and schedule work to meet schedules and timelines.
• Prepare comprehensive narrative, statistical, and fiscal/budget reports.
• Meet state and district standards of professional conduct as outlined in Board Policy
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Assist with the development, monitoring and review of the School Plan for Student Achievement (SPSA) and School 
Site Council (SSC). E 
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• Plan, organize, and direct the State and Federal Programs in the District.
• Communicate effectively both orally and in writing to a variety of audiences.
• Interpret, apply, and explain rules, regulations, policies, and procedures.
• Analyze situations accurately, and adopt an effective course of action.
• Meet schedules and timelines.
• Work independently with little direction.
• Plan and organize work.
• Prepare comprehensive narrative and statistical reports.
• Supervise and evaluate the performance of assigned staff.

WORKING CONDITIONS: 

SAMPLE ENVIRONMENT: 
Office environment; driving a vehicle to conduct work. 

SAMPLE PHYSICAL ABILITIES: 
Hear and speak to make presentations, and exchange information in person and on the telephone; dexterity of hands 
and fingers to operate a computer keyboard; see to read, analyze, prepare documents and reports, and view a computer 
monitor; sit or stand for extended periods of time; bend at the waist, and reach overhead, above the shoulders, and 
horizontally to retrieve and store files; lift light objects. 

HEALTH BENEFITS: District pays a portion of the employee’s health benefits through District-offered plans. 
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TRAINING, EDUCATION AND EXPERIENCE: 
 




