Developing a Job Description for Coaches

    The position of head coach in the world of interscholastic athletics becomes more difficult every year.  

Athletic administrators and parents expect more from their coaches than ever before.  These expanding levels of expectations are compounded by the alarming rate of turnover in both coaching staffs and athletic administrators.  The combination of expectation and turnover presents unique problems in continuity.  Accordingly, a well-organized athletic department should have standard job descriptions for all head coaches.  Some departments construct specific job descriptions for every position.  Others develop a general job description for all head coaches.  Regardless of the nature of the instrument, a local governance board should provide approval for the job description employed in your school.  

     We have developed and rely on a general job description for all head coaches.  By using the same job description for all coaches, the evaluation process becomes clear, concise and consistent.  The jobs may be different and the sports may vary, but the same expectations are placed on all leaders.  Our basic job description allows coaches to know exactly what is expected of them and how they will be evaluated. 

     Every coach is given a written copy of the job description and we place the document in his or her coaching handbook.  In this manner, all head coaches and assistant coaches know what is expected of them.  The dissemination and emphasis on the job description is further enhanced by its use in the post-season evaluation.  A majority of points on our coaches’ evaluation tool refer directly to items listed on the job description.  Specific reference to the job description is common in our post-season meetings.

     The job description should be complete but not cumbersome.  We want to give the coach guidelines and direction without producing a paperwork overload.  A quality job description should cover all the basic requirements for the job without spending dozens of pages to convey the message.   The job description should be examined on a regular basic.  Changes, improvements, deletions and additions will be called for as times change or the nature of expectations in your district evolves over time.

     We divide the job description into five basic categories.  All coaching duties and expectations are divided into annual duties, pre-season duties, in-season responsibilities, post-season duties and coaching qualities.  These five sections contain certain sub-headings that we feel give clarity and direction to the coach in completing his or her duties.  The document we produce is usually printed on two pages or less.

     The annual duties are consistent throughout every sport and season.  Some coaches will have greater workloads and pressures because of the size of their teams and the number of personnel on their coaching staffs, but the expectations are the same.  The annual duties on our job description include:

1. Administrative Duties

a. Maintain communication with assistant coaches

b. Maintain communication with the Athletic Director

c. Maintain communication with the Principal

d. Maintain communication with the Superintendent

e. Maintain knowledge of all state association rules

2. Community Relations

a. Parents (pre-season meeting)

b. Fund-Raising

c. Public appearances

d. Booster clubs

3. Budget Development and Maintenance

a. Operate within school budget

b. Meet with athletic director annually

c. Use mandated state procedures

4. Maintain Modern Teaching and Coaching Techniques

a. Clinic attendance

b. Professional growth

5. Participate in Interviews 

a. Assistant Coaches

b. Support personnel

     The second portion of our coaching job description includes pre-season duties.  Some of these duties can be delegated to assistant coaches if the staff is quite large.  Regardless of who receives the assignment for the job to be completed, the final responsibility always falls on the head coaches.  Our expectation of pre-season duties for all of our head coaches includes:

1. Equipment

a. Ordering equipment

b. Maintaining equipment

c. Equipment issue

d. Equipment return

e. Equipment Inventory

2. Organization

a. Yearly schedule

b. Monthly schedule

c. Daily practice plan

d. Season goals and expectations

e. Off-season programs

f. Meeting with athletes

3. Facilities

a. Coaching areas

b. Locker rooms

c. Equipment maintenance

d. Safety inspections

e. Facility security

f. Capital improvement requests

     The third phase of the coaching job description deals with in-season responsibility.  Again, delegation is possible, but the head coach is the ultimately responsible. Timelines should be strictly adhered to in order to prevent high levels of stress during the season. Our in-season job description includes:

1. Athletic Contest Management

a. Trip arrangements



b. Pre-game responsibility




c. In-game responsibility



d. Post-game responsibility

2. Practice Planning and Organization

a. Physical examinations and code of conduct

b. Emergency cards and waiver forms

c. Assistant coaches

d. Training and Medical Staff

e. Division of duties and responsibilities

3. Statistics and Records

a. Rosters 

b. Eligibility

c. Individual and team statistics

d. Individual and team records

e. Reporting results to media

     The fourth section of the job description deals with duties and responsibilities that should be completed in the off-season. All duties on the post-season job description should be completed before scheduling a post-season conference with the Athletic Director. Those expectations include:

1. Equipment

a. Collection

b. Inventory

c. Ordering

d. Storage

2. Facilities

a. Restoration

b. Repair

c. Reporting Needs

d. Planning for future

3. Awards

a. Team honors

b. Individual honors

c. Post-season Banquet

4. Evaluations

a. Self-evaluation

b. Evaluate assistants

c. Program evaluation

d. Contemplate your future

e. Meet with Athletic Director

    The final portion of our job description deals with coaching qualities.  There are certain positive traits that we all look for in our coaches.  Often coaching traits are not mentioned on the job description, but become a major concern in the post-season evaluation.  It is in the best interest of the coach and the athletic administrator to establish the desired qualities and traits expected from the coach.  These types of expectations should be developed and communicated well in advance and in writing.  A coach many not know what is expected of him in this area unless very specific goals and guidelines are spelled out prior to the beginning of the competitive season.  The desired coaching qualities on our instrument include:

1. Attitude

a. Personal

e. Crisis management

b. Team


f.  Cooperation with faculty and staff

c. Leadership

g.  Cooperation with other coaches

d. Enthusiasm

h.  Cooperation with other programs

2. Controlling Behavior

a. Example setting
e.  Training rules

b. Team discipline
f.   Motivation

c. Goal setting

g.  Personality differences

d. Loyalty


h.   Dealing with parents

3. Attendance

a. Athletes

b. Assistant coaches

c. Head coach

4. Program Evaluation and Improvement

a. Analysis

b. Goal setting

c. Vision

d. Follow-through

5. College Placement for Athletes

a. Dealing with athletes

b. Dealing with parents

c. Dealing with recruiters

     The job description serves several useful purposes.  It gives the athletic administrator a useful tool for evaluation of members of the coaching staff.  The coach knows exactly what is expected and is given a timeline in which to proceed.  Progress can be measured in well-defined steps and improvement can be monitored on a fair and consistent basis. Documentation of completion of goals and expectations can be completed in an orderly and timely manner.  Feedback can be direct and immediate.

     The ultimate goal of improving coaches in their quest to serve student athletes can become a cooperative effort between the coach and athletic administrator. A proactive and organized approach to the construction and maintenance of quality job descriptions for all coaches can aid in the growth process for the entire athletic department.  In the end, the children served by the program are the beneficiaries of the overall improvement and quality control that can result from the development and implementation of quality job descriptions for all members of your coaching staff.
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