Developing a Job Description for Your Athletic Secretary

   The time constraints placed on athletic administrators today are staggering.   Every day it seems a new demand or duty is added to agendas that seem to be already busting at the seams.  Each individual athletic administrator is in a unique setting that dictates how much time is spent in the classroom, in various other administrative roles outside of athletics and within the specific role related directly to interscholastic athletics.

    Some athletic administrators are fortunate to be able to have a maximum amount of time available to work specifically with athletics.  Many are not.  Some athletic administrators are fortunate enough to have one or more assistant athletic administrators to help share some of the load.  Many are not.  Some assistants are designated as full time and some as part time.  The role of the assistant varies from a major contributor to the work of the athletic administrator to simply as an assistant dedicated to serving as an event supervisor.

    The final piece of the total athletic department package most certainly should be the athletic secretary.  While usually not designated as an administrator or a supervisor, the athletic secretary is often vital in maintaining the health and good order of a quality interscholastic athletic program.  A highly motivated and experienced athletic secretary can assume a role that allows the athletic administrator the flexibility to spend a maximum amount of available time on the work of being an administrator as well as an advocate for his student athletes.

     The size of the school and/or the school district will often dictate the make-up of the jobs described above.  Some things are out of the control of the athletic administrator and are dictated completely by the school or district.  Class load, duties and availability of an assistant are often dictated at the district level.  The availability and use of an athletic secretary may also fall under this umbrella.  Contractual concerns may dictate the job descriptions and benefits package for any and all members of the athletic department and support staff.

     In most situations, the athletic secretary is not considered a certified position.   Accordingly, the pay scale is usually not on the same level as those of teachers and other certified personnel.  Some very clever athletic administrators have used fund-raisers or profits from drink machines to fund a position for an athletic secretary.  In all cases, the wise athletic administrator should always check state and local regulations to make sure no labor or union laws have been violated if such unique methods are employed.  District policy should also be carefully followed before entering into any agreement that falls outside collective bargaining policies.

     Whether one has an experienced athletic secretary or is in the process of creating a new position and hiring a secretary, a complete and thorough job description should be in place.  If you have a secretary and do not have a written job description, begin the process immediately to formulate a job description.  Job descriptions should also be available for the athletic administrator, any assistants as well as the athletic trainer.  The job descriptions for all members of the athletic staff should be crafted in such a way that there is clear definition for the exact duties of all involved.  Overlap of duties should be prevented and all essential services needed to run a complete athletic department should be included.  Job descriptions should be a part of all administrative handbooks.

     In many cases, an experienced athletic secretary that has operated for years without a written job description can assist the athletic administrator in writing a new one.  Quite often, the secretary can assist the athletic administrator and/or his assistant in doing the same.   Whether crafted by the athletic secretary, the athletic administrator or dictated by the governing body, all job descriptions should be approved and listed as school board policy.  This is a protection for all involved in manners that might arise relative to the responsibilities and/or specific duties of the job.  Absolutely no responsibilities should be left to chance.

     The athletic administrator is ultimately responsible for all aspects of any interscholastic athletic department.  As a result, all legal responsibilities eventually fall back upon that position.  When formulating a job description and training any new athletic secretary, the chain of command must be clearly delineated and emphasized to all members of the staff as well as all parents, patrons, students and other interested parties.  The athletic secretary is not the athletic administrator and must be extremely careful not to cross the line from support personnel to administrative personnel.  Those parties associated with the program should also be instructed not to place the athletic secretary in any position that would force administrative decisions and/or duties into the job.

     When formulating a job description for the athletic secretary, the job descriptions for the athletic administrator and any assistants should be formulated first.  One these job descriptions are completed and available for study, the job description of the athletic secretary can logically follow.  The job description of the athletic secretary can fill in the blanks not covered in the jobs just described.  Again, care should be given not to assign duties to the athletic secretary that should fall under the areas consistent with administrative duties.

     Some schools are fortunate enough to have extensive support in the form of computers, networking, Internet capabilities and student assistance.  Formulation of the job description of any athletic secretary should take into account the resources available for use by the athletic department.  As resources change for the better or worse within the department, the job description must evolve with the times.  If professional development is desired for the growth of the athletic secretary, it should be indicated in the job description.  Time and opportunities for improvement should also be allowed for the athletic secretary as part of the development process.

     Once the job description is completed, an evaluation instrument should be constructed to help the athletic administrator and the athletic secretary monitor the work and progress within the position.   Yearly written evaluations along with face-to-face meetings should be completed on a timely basis.  These evaluation tools and meetings should be used as a method of implementing growth and positive change in both the secretary as well as the total athletic department.  All documentation should be passed along to the Principal and Superintendent.

    When formulating a job description for your athletic secretary, six areas of emphasis are suggested.  The actual areas used in your setting will depend upon the availability of technology as well as the time allowed for the athletic secretary or secretaries to complete all work.  Again, the size and resources in your local school or school district will have a great effect on what is placed in the job description in your particular school.

    The six areas of emphasis suggested in this article would include the responsibilities of contracts, records, mailings, correspondence, computers and general office work.  Listed below are a brief sample of the specific duties of the job and some of the subdivision suggested for a typical job description.  Additions and/or deletions are encouraged in order to fit your specific needs and/or limitations.  This list is by no means all-inclusive.

Contracts

· Input, mailing and filing of all opponent game contracts (up to four years in advance)

· Input, mailing and filing of all officials contracts (up to four years in advance)

· Storage and archival of all opponent and official contracts (up to 10 years)

Records

· Filing and storage of physical examination and code of conduct forms (kept for four years)

· Filing and storage of all athletic transfers, foreign exchange students and athletic suspensions

· Compilation, filing and storage of all athletic awards and award winners (kept on CD-ROM)

· Compilation, distribution and recording of all results from athletic contests (from coaches)

Mailings

· Mailing of all rosters and statistics to opponents and media outlets

· Mailing of all athletic passes to support personnel within the school and district

· Typing and mailing of all tournament host materials (state, local and conference tournaments)

· Mailing of reminder cards to all opponents and officials prior to all contests

Correspondence

· Letters of recommendation on behalf of coaches and athletes (as directed by athletic director)

· Correspondence from athletic director (as directed)

· Production and mailing of comp tickets and maps to all opponents and officials

· Compiling, mailing and filing of minutes from coaching and student athletic council meetings

Computer Work

· Input and update schedules and events necessary for the athletic computer program

· Produce officials pay lists from the computer program for distribution to school bookkeeper

· Produce entry fee list from the computer for use by the school bookkeeper

· Input and maintain schedule changes due to weather in the athletic computer program

· Production and distribution of all state association tournament entry forms and lists

· Maintain and update a database with all season ticket holders

Office Work

· Order and inventory all office supplies necessary for proper function of the athletic office

· Prepare and distribute physical examination and code of conduct forms for use by coaches

· Distribute student athletic handbooks and emergency cards to coaches for pre-season meetings

· Order envelopes, stamps and all other printed materials in advance from school print shop

· Help coaches order and receive all office materials needed to complete work for their sports

· Type, collate and distribute coaching handbooks to all staff 

    The job description listed above is only an outline of a sample plan.  Your particular situation might call for the athletic secretary to be a receptionist and/or clearinghouse of information for the department.  This position could be more of a public relations face placed on a member of your department.  Some departments might view this position as one to assist in ticket sales or other areas of concern.  Regardless of the additions or subtractions to the list previously given, the athletic secretary should play a vital role in the smooth operation of your athletic department.  Whether funded by the school or the athletic department, a quality athletic secretary, with a well-devised job description, should be one of the cornerstones of the work done with your parents, patrons and student athletes.  Take the time to establish a sound job description, and the position of athletic secretary will pay dividends for your student athletes and your entire athletic department for years to come.

Submitted by:  John Evers, Athletic Director, Castle High School, Newburgh, Indiana

PAGE  
1

