
 

 

 

 
Job Classification Description 

 
ASSISTANT ATHLETIC DIRECTOR Grade 12 

VSC UP PAT BARGAINING UNIT Exempt 
 

BASIC FUNCTION 

To assist in various Athletic Department functions; help coordinate all college athletic activities; and 

to coordinate and communicate College sports information.  

  

CHARACTERISTIC DUTIES AND RESPONSIBILITIES 

• Assist the Director of Athletics in the overall administration, development and 

implementation of varsity athletic programs. 

•  Have strong knowledge of all NCAA Division III rules and regulations concerning 

eligibility, transfer, incoming student athletes, and recruitment. 

•  Assist in the safety of the college athletic facilities as well as administration and operation of 

several varsity athletic programs. 

• Assist in developing a core of student athletes to provide insight on the student athlete 

experience. 

• Coordinate existing and develop new campus outreach programs (admissions initiatives, 

clinics, athletes as role models). 

• Manage, report and promote sports information through telephone and written 

communication, including: releasing statistics, preparing and disseminating news releases, 

responding to inquiries from the press and appropriate others regarding sports programs and 

events. 

• Continue to strengthen and develop a detailed athletic web site to attract student athletes and 

communicate athletic events and information. 

 

SUPERVISION RECEIVED 

General supervision is received from the Director of Athletics. 

 

MINIMUM QUALIFICATIONS 
 Bachelor’s degree required.  Master’s degree prefe


