
Athletic Director Job Description 
 
General Description: 

1. Oversees the athletics program of Metro Christian Academy.  This activity includes scheduling, 
budgeting, working with the business office on all accounts receivable and accounts payable and doing 
the financial planning and record keeping to support the athletics program. 

2. Possesses a minimum of a bachelor’s degree and two years of experience in Christian education and two 
years of experience in athletics and/or physical education.   

 
Specific Responsibilities: 

The Athletic Director shall provide the appropriate leadership to oversee the school’s athletic program.  He 
shall work directly with the administration in insuring that conflicts in the schedule are minimized.  He shall 
be accountable to the Business Manager for his actions and shall keep him informed about activities in the 
athletic department.  In fulfilling this responsibility, he shall: 
 
1. Complete an athletics budget at the beginning of the year to ensure the financial stability of the program. 
2. Work with the administration to ensure that personnel hired to coach any sport conforms to and upholds 

the standards of this institution. 
3. Complete a schedule of games, camps, trips, and all extra curricular activities for each sport that 

complies with the standards of the athletic handbook. 
4. Schedule a plan for the acquisition of new uniforms as needed. 
5. Maintain knowledge of activities with the Tennessee Association of Christian Schools, and the 

Tennessee Christian Athletic Association its policies and required meetings. 
6. Plan for making improvements in the school gymnasium, and athletic fields as a means of eliminating 

liability risk and improving the appearance of facilities. 
7. Maintain an appropriate level of communication with media, alumni, and friends of the school. 
8. Checks eligibility of all athletes, and is responsible for the reinstatement of ineligible athletes.   
9. Is directly responsible for enforcing school dress code and school policies on all athletes and coaches. 

(At games, practices, road trips, tournaments, and any other school related activities.) 
10. Ensures that all athletic related banquets and parties and scheduled on the school calendar and are 

planned and approved well in advance of the actual event.   
 
Organizing:   
     The Athletic Director shall take the resources afforded him and effectively operate a program that complies     
     with the missions of the school and brings glory to the name of Jesus Christ.  In accomplishing this  
     responsibility, he shall: 
 

1. Ensure that coaches have the skill to effectively handle and guide the team to improve and to learn 
lessons that the sport has to offer. 

2. Ensure that teams are properly equipped to represent the school in a way that will not bring reproach 
upon the school or upon God. 

3. Ensure that proper communication is maintained with parents of student athletes by informing them of 
schedules of games, practices, and travel arrangements. 

4. Ensure that equipment, including uniforms, is properly maintained by athletic Department personnel so 
that maximum use might be gained. 

5. Provide leadership in athletics fund raising.  This includes organizing and executing all aspects of an 
annual golf tournament or other fund raisers. 

6. Lead staff in complying with rules and regulations by coaches, friends, and supporters of the school. 
7. Utilize personnel to address issues of safety in any athletics venue and to maintain safe and clean 

conditions at all times. 
8. Ensure that proper game personnel are assigned for each athletics contest: officials, admission, 

concessions, public address, game clock, and scorekeeper. 



9. Provide game management including preparation of facilities to ensure the facility is ready for the 
contest to be played. 

10. Ensure that safety of students and fans by instituting all reasonable safety measures for gym and outside 
activities. 

11. Ensure that students and fans represent Christian character at games, practice, travel, and other school 
related events.   

 
Allocating:  
      The Athletic Director shall allocate the financial resources available to him to effectively accomplish the  
      goals of the athletics program.  In accomplishing this, he shall: 

1. Work with the Business office to prepare an annual budget. 
2. Oversee monitoring of the budget including all expenditures of funds from the athletics account. 
3. Maintain frequent contact with the Business Manager for the ministry as a means of tracking and 

conforming to the planned budget. 
 
Evaluating: 
       The Athletic Director shall conduct appropriate evaluations with coaches and administrators to ensure that  
        the athletics program conforms with the philosophy of the school. 
 
Spiritual Life: 

The Athletic Director must maintain a positive Christian testimony in his personal life. In doing this, he  
shall: 
1. Maintain an active church attendance for public worship and service to God. 
2. Refrain from both public and private patterns of sin that will be harmful to his personal testimony and 

harmful to the ministry of the school. 
 
 


