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Job Description 

Position:   Athletic Director 

Department:  Athletics 

Reports to:   Principal 

Date:    October 10, 2025 

Summary Description:  

The Athletic Director ensures the maintenance, growth, and success of the school’s athletic program. The 
primary duty of the Athletic Director is to direct the implementation of a comprehensive program of 
interscholastic sports. The athletic program at Holy Names focuses on providing students with a sense of 
camaraderie and teamwork, on strengthening leadership qualities, on providing a vehicle for self-
discovery, and on offering an outlet for youthful energy.   

It is the goal of the AHN athletic program to provide as many students as possible with the opportunity to 
participate in interscholastic competitions and to enjoy the recreational and health benefits associated 
with such participation.  It is also the Academy’s goal to provide the opportunity for those students with 
particular athletic talent to develop their skills to the best of their ability through successful competition 
against students of similar age and skill levels.  

Essential Functions:  

The Athletic Director works with the Principal and the Dean of Student Life to ensure that Academy of 
the Holy Names maintains a high-quality athletic program.  The Athletic Director: 

● Provides visionary leadership and strategic planning for the school’s athletics program. 
● Responsible for organization, management, and policy development for the school’s athletics 

program.  
● Seeks opportunities to promote the school and its athletics program in person, through 

marketing, and in hosting events. 
● Encourages involvement of the entire AHN community in the athletics program through student 

participation on teams, parent membership in the Booster club, and spectatorship. 
● Processes requests for additional athletics activities/teams 
● Promotes good sportpersonship in the athletics program. 
● Acts in a highly ethical manner, ensuring Holy Names maintains its sterling reputation for fair 

play. 
● Represents the school at meetings and in correspondence with the Colonial Council league, 

Section 2, and NYSPHSAA. 
● Ensures compliance with all policies, rules, and regulations established by the league and 

NYSPHSAA.  
● Assists in the implementation of the physical and academic requirements for eligibility for 

participation in all sports, and verifies the same for each athlete, including parent permission. 
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● Coordinates AHN athletics social media posting and other media work with the Director of 
Marketing and Communications. 

● Coordinates media photos and signing day for senior athletes. 
● Recruits qualified personnel to serve as coaches of inter-scholastic teams. 
● Trains, supervises, and evaluates coaches and recommends to the principal their tenure or 

dismissal. 
● Ensures coaches’ CPR/AED and first aid certifications remain current. 
● Oversees the maintenance of athletic facilities in collaboration with the Director of Buildings and 

Grounds.  
● Coordinates schedules for the use of the gymnasium and fields, including rentals by outside 

groups.  
● Collaborates with the Physical Education Department when necessary, specifically in 

coordinating the use of the gymnasium during the school year.  
● Prepares inventories of all athletic equipment. 
● Oversees the cleaning, storage, refurbishment, and care of all athletic equipment. 
● Creates and distributes to appropriate personnel the seasonal schedule of athletic events. 
● Schedules transportation for teams. 
● Ensures that all home contests have appropriate officiating.  
● Creates the annual athletics budget and oversees its implementation in coordination with the 

principal and CEO. 
● Serves as liaison to the Booster Club, recommending and approving purchases, equipment, and 

services as needed by the program. 
● Coordinates transportation and occasionally drives minibuses to competitions. 
● Maintains permanent records for each sport such as wins and losses, outstanding records, and 

individual awarded honors and athletic scholarships. 
● Maintains AHN’s Athletic Hall of Fame in coordination with the Institutional Advancement team. 
● Collaborates with the school nurse to ensure that student health and safety are maintained 

throughout the athletic program. 
● Communicates pertinent information in a timely manner to the school principal and other 

administrators as appropriate. 
● Serves as an academic advisor each year. 
● Attends faculty meetings, in-service training, school liturgies. 
● Attends open houses for prospective students. 
● Coordinates and maintains school-level direct student-athlete recruitment process for the 

National Collegiate Athletic Association (NCAA) and National Association of Intercollegiate 
Athletics (NAIA) 

● Coordinates and oversees Summer Sports Clinics. 
● Other duties as assigned. 

 

Skills and Abilities: 

● Ability to relate to and inspire young women. 
● Ability to work with all stakeholders. 
● Demonstrated integrity, drive, and vision. 
● Ability to manage multiple priorities, work under pressure, and meet deadlines.  
● Adept at planning for the future.  
● Remains calm and flexible in the face of sudden change. 
● Ability to manage an irregular work schedule, including nights and weekends. 
● Knowledge of Colonial Council league and NYSPHSAA rules and regulations. 
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Qualifications: 

● Bachelor’s degree required. 
● Master’s degree preferred. 
● Previous experience in athletic administration and/or coaching. 
● Demonstrated commitment to academic excellence. 
● Excellent leadership and management skills. 
● Strong oral and written communication skills. 
● Proficient in using scheduling and spreadsheet programs along with other technology. 

 

Direct Reports:  

● Coaches 

Physical Requirements and Work conditions: 

● Occasionally lift up to 30 pounds. 
● Office, gymnasium and field / outdoor settings.  
● May include sitting at a desk for an extended period of time. 
● Fast paced environment. 


