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ST. JOHN’S LUTHERAN SCHOOL ATHLETIC DIRECTOR 
Arnold, Missouri S-504L 
ADOPTED/REVISED:  July 24, 2018 
 

 
POSITION: ATHLETIC DIRECTOR 
 
Summary 
The Athletic Director will plan, coordinate, implement, promote, and evaluate the athletic program of St. 
John’s Lutheran School. The Athletic Director will also oversee and supervise coaches and players 
ensuring that the Christian values of St. John’s are reflected in the athletic program. 
 
All employees of St. John’s impact the lives of the young people we serve.  Therefore, all employees are 
expected to embrace the mission of St. John’s and serve as role models for Christian faith development, 
performing duties for the school and conducting personal interactions with professionalism, integrity, 
confidentiality, respect, and Godly-character. 
 
GENERAL DUTIES AND RESPONSIBILITIES: 
1. Represent St. John’s at meetings with other Lutheran schools and athletic directors. 
2. Represent the school in a favorable, Christian and professional manner to the school constituency, 

congregation, and community. 
3. Be aware of and administer the school’s athletic policies (including eligibility) to parents and 

students. 
4. Prepare an Athletics Handbook to provide information to parents and student-athletes. 
5. Serve as liaison between coaches, school staff, parents, and student-athletes; respond to parent or staff 

concerns. 
6. Schedule all interscholastic athletic games and activities; coordinate athletic schedule with campus 

master schedule (church office). 
7. Secure coaches for each sport. Facilitate an orientation for coaches regarding school policies, CAPP 

certification, code of conduct, procedures, and expectations. 
8. Keep an updated inventory of the athletic equipment and school team uniforms. 
9. Assure the distribution and collection of school team uniforms; provide for upkeep, cleaning, and 

storage of team uniforms. 
10. Make budgetary recommendations for athletics equipment or uniform purchase (or replacement). 
11. Ensure that all student-athletes have proper health forms, permission forms, and sports fees have been 

paid. 
12. Oversee the administration of all home games and tournaments.  
13. Provide team rosters and school information for away games and tournaments. 
14. Be responsible for securing referees and officials for all home games and tournaments. 
15. Verify student-athlete academic eligibility. 
16. Be responsible for any athletic program fundraising (secure pre-approval). 
17. Purchase concessions stand supplies and maintain equipment and inventory. 
18. Secure volunteers to work at home games and away games (as needed). 
19. Manage the day-to-day operation of the athletic program. 
20. Other duties as needed. 
 
HOME GAME DUTIES may include but are not limited to: 
1. Oversee preparation of home facilities (chairs, bleachers, scoreboard, concessions, etc). 
2. Provide an official scorekeeper, scoreboard operator, and other game workers as needed. 
3. Operate a concessions stand. 
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4. Provide onsite supervision before, during, and after games. Ensure safety for all participants and 
guests. 

5. Assist with first aid and injuries as needed. 
6. Be responsible for gym, lobby, concessions stand, and restroom clean up and securing the facility 

after the games. 
 
QUALIFICATIONS AND CHARACTER TRAITS 
1. Committed to the vision, mission, and objectives of the school. 
2. Displays high ethical and professional behavior and standards when working with students, parents, 

and church and school personnel. 
3. Good interpersonal skills. 
4. Clear and concise communicator (including listening skills). 
5. Strong organization skills and can handle multiple priorities, meet deadlines, and manage details. 
 
ACCOUNTABILITY 
The Athletic Director reports to the Principal. 
 


