
REPUBLIC R-III SCHOOL DISTRICT 

Job Description 
 
 
Activities Director 
 
Qualifications 
 
The activities director shall have at least three years teaching experience, a Master’s degree, and 
more than two years experience as a varsity head coach. Previous administrative experience is 
preferred, but would not limit consideration of the candidate. 
 
The activities director must provide students with opportunities to participate in activities that 
will foster physical and mental skills, a sense of worth and competence, and a knowledge and 
understanding of the principles of sportsmanship and fair play.  The activities director must also 
exhibit effective communication skills to build positive relationships with students, staff, parents, 
and community.   
 
Physical Conditions 
 

1. Prolonged sitting, standing, and walking 
2. Repetitive motions 
3. Prolonged periods of time viewing a computer screen 
4. Physical exertion to manually move, pull, or push heavy objects 
5. Ability to lift and carry 50 pounds unassisted 
6. Stooping, bending, reaching, kneeling, and turning 
7. Occasional work in noisy, crowded, stressful environments with numerous interruptions 
8. Some travel required 

 
 
Position Classification 
 
Professional 
 
Fair Labor Standards Act 
 
Exempt 
 
Supervisor 
 
The activities director will report directly to the High School Principal.   
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Duties 
 
Supervision: 

1. Supervise all high school head coaches providing direction and guidance to each. 
2. Encourages and instructs athletes, students, coaches, parents, and fans in good 

sportsmanship. 
3. Supervise and coordinate high school and middle school athletic contests and activities. 
4. Annually complete evaluations for all head coaches/directors/sponsors at the conclusion 

of the season. 
5. Arrange for annual required training of coaches/directors/sponsors. 
6. Trains all coaches and administrators on severe weather guidelines for event 

postponement or cancellation. 
 
Planning: 

1. Prior to each season review facilities with maintenance and custodial directors. 
2. Serve as a member of of various district level committees (ex. District leadership team, 

administrative cabinet, Emerging leaders, Professional Development Council, etc..) 
3. Prepare emergency action plans for each high school athletic venue 
4. Plan RHS athletic programs for the entire year in relation to MSHSAA regulations 
5. Approve each coach’s/sponsor’s  scheduling of athletic/activity events. 
6. Participate with other league directors in planning, coordinating and implementing league 

games, events, and activities. 
7. Advise and coordinate with middle school activities coordinator. 
8. Work closely with athletic director administrative assistant to ensure all high school 

athletic events/activities are on the master school calendar and website. 
9. Work in coordination with transportation director to plan high school athletic/activity 

travel, including travel dates, numbers for travel, and departure/return times. 
10. Work with the Booster Clubs to determine needs and direction of programs. 
11. Coordinate with athletic trainer and associated service provider. 
12. Coordinate with service providers of EMT for activities. 
13. Investigate and make recommendations regarding new programs. 

 
Staffing: 

1. In consultation with high school principal and superintendent, makes recommendations 
for the hiring of high school and middle school head coaches. 

2. Assist high school head coaches in the selection of assistant coaches and volunteers. 
3. Provide orientation, direction, and training of high school coaches. 
4. As a servant leader, help the coaches succeed in their programs. 
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Administration: 
1. Compile, verify, and upload all MSHSAA eligibility reports including all hardship 

requests for eligibility to MSHSAA. 
2. Remain current on all rule and eligibility changes within MSHSAA and the Central 

Ozark Conference and keep all coaches informed. 
3. Maintain files of student athlete records such as physical examination forms, rosters, 

eligibility forms, accomplishments and awards. 
4. Order all letters and sports awards needed through recommendation from each high 

school and middle school head coach. 
5. Plan and provide for all officials for high school athletic events. 
6. Management of all athletic gear; schedule practices and competitions facilities and 

location; maintain athletic equipment and recommend purchase and replacements. 
7. Provides leadership in implementing the district’s commitment to full compliance with 

civil rights legislation, rules, and regulations. 
8. Coordinate and supervise drug testing program. 

 
Business and Financial Responsibility: 

1. In collaboration with coaches from each sport provide superintendent a yearly program 
budget. 

2. Arrange game attendants; manage and deposit gate money according to district policies 
and procedures. 

3. Follow proper protocols for cash management handling. 
4. Oversee athletic/activity purchase order process. 
5. Work with principal and superintendent for the development and implementation of state 

tournament budget, funding, and arrangements. 
6. Responsible for contracts for all interscholastic contests, including completing all forms 

and reports as stipulated by various interscholastic activity agencies. 
 
Public Relations: 

1. Serve as the spokesman and promote athletics and activities for the Republic School 
District. 

2. Coordinate and assist visiting teams and arrange for needed services. 
3. Schedule and plan for sports awards programs at season end of each high school sport. 
4. Demonstrate conduct representative of the school and establish and maintain a good 

relationship with the community. 
5. Coordinates school-community use of facilities, and assists in assigning personnel for 

activities requiring supervision. 
 
Other: 

1. Perform other duties assigned by the high school principal, superintendent, or 
superintendent’s designee. 
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