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ATHLETIC DIRECTOR 
JOB DESCRIPTION 

 
All members of the Lauralton Hall administration, faculty and staff are expected to 
work together to create an educational environment where Mercy values are 
embodied and exemplified. 
 
Line of Authority: Lauralton Hall is seeking a visionary and strategically-minded 
Athletic Director to begin employment on or before July 1, 2018. This 12-month 
senior administrative position reports directly to the Head of School and works 
closely with personnel in Athletic and Physical Education Departments. The Athletic 
Director is a member of the Leadership Team. The Athletic Director attends area 
meetings, conference and league meetings, and State Athletic Director meetings. 
The position directly supervises the Athletic Department Staff.  
 
General Purpose and Function: The Athletic Director is responsible for the 
vision and philosophy of Lauralton Hall Athletics. The Athletic Director oversees all 
athletic events of the School. The Athletic Director oversees the Athletic Budget of 
the School and supervises the athletic facilities and hiring of the coaching staff, 
including the Athletic Trainer. The Athletic Director is responsible for developing, 
managing, and evaluating the School’s athletic programs, consistent with 
Lauralton’s mission. This includes preparing and administering the athletic budget; 
hiring, training, supervising, and evaluating all coaches; fostering an environment 
of respect, acceptance, and the highest standards of sportsmanship among 
coaches, players, parents, and opponents; disseminating athletic communication 
to all Lauralton constituents in a timely manner; representing the School at 
league, state, regional, and national athletic associations; and implementing best-
practice health and safety policies for all students in the athletic program.  
 
 

Ø Provide the scheduling for all athletic contests on school calendars, arrange 
for athletic transportation, and hire game officials 

Ø Ensure the proper maintenance and security of all athletic equipment and 
athletic facilities, fields, and courts 

Ø Assure timely and professional execution of all athletic initiatives and 
directives 

Ø Manage the use of Lauralton athletic facilities and fields including 
contracting, scheduling, and overseeing their use and rental by outside 
organizations, in coordination with the Business Manager 

Ø Maximize the revenue potential of Lauralton athletic facilities and fields 
Ø Assure the excellence, consistency, and professional development of 

Lauralton coaches through an effective evaluation and growth program 
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Ø Develop, update, and hold coaches accountable for the Lauralton Coaches 
Manual 

Ø Determine and assure execution of guidelines for communications between 
coaches, parents, and players 

Ø Work closely with Marketing to promote the achievements of Lauralton 
athletes, coaches, and programs internally and in the broader community 

Ø Work closely with the Head of School on hiring decisions and coaching 
assignments to assure appropriate and timely staffing 

Ø Maintain records of team and individual athletic accomplishments and submit 
copies of same to Marketing office for publicity purposes 

Ø Effectively utilize the parent volunteer base for concession stands and similar 
Ø Participate actively in the retention of students at Lauralton Hall and serve 

as a positive ambassador for our School 
Ø Fully support our mission-driven fund-raising and friend-raising activities 

when building a culture of philanthropy through participation in the annual 
fund and support of key fundraising events 

Ø Perform other duties as assigned by the Head of School  
Ø Support the School and its leadership, including mentoring new and 

returning colleagues 

 
Athletic Program Supervision: 
 

Ø Organizes and schedules Lauralton athletic events with opposing schools’ 
athletic directors 

Ø Oversees maintenance, safety, and cleanliness of all athletic facilities 
Ø Represents the School at league meetings  
Ø Monitors department costs, student fees 
Ø Coordinates student records and department events for end-of-season and 

end-of-year awards 
Ø Orders uniforms, equipment, and supplies with the assistance of individual 

coaches  
Ø Implements safety and emergency response procedures for students and 

athletes with the assistance of the Athletic Trainer 
Ø Prepares weekly and seasonal sports schedules 
Ø Makes payments to officials and schools (tournament fees, etc.) within 

budget 
Ø Takes pictures of athletic events and organizes for wall displays, photo 

albums, etc. 
Ø Enters athletic schedules on the Finalsite web page 
Ø Prepares early dismissal and transportation schedules 
Ø Coordinates plans for out-of-town athletic trips 
Ø Assists in planning spirit activities such as: Pep Rally, etc. 
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Ø Plans details for signing ceremonies by senior student-athletes using 
template 

Ø Manages end of season surveys from student-athletes  
Ø Finalizes athletic awards and recognition 

 
Meetings: 
 

Ø Attends high school assemblies 
Ø Attends school liturgies 
Ø Attends Leadership Team meetings 
Ø Attends Lauralton faculty meetings (when they don’t interfere with athletic 

contests) and parent meetings 

Knowledge & Skill Requirements: 

The successful candidate will have significant experience organizing, 
administering, and maintaining oversight of the full program of interscholastic and 
intramural athletics pursuant to Lauralton’s philosophy and mission. Candidates 
will be eager to guide the School in achieving the next level of athletic excellence 
and to support the admission of athletes. She/he will develop and coordinate a 
continuing evaluation of the coaching program and implement changes based on 
the findings.  
 
The Athletic Director will have strong interpersonal, organizational and 
communication skills, be proficient with technology, and be able to coach. The 
successful candidate will interact comfortably and expeditiously with athletes, 
colleagues, and parents. She/he will be able to articulate the School’s philosophy 
and goals in the area of athletics to the community and solicit its support.  
 
Lauralton’s athletic program includes 16 varsity level teams and multiple levels. 
Lauralton offers a competitive salary and benefits package commensurate with 
experience. 
  

Ø Bachelor’s degree required, CAA or CMAA preferred  
Ø Coaching experience  
Ø A current knowledge base of high school athletics  
Ø A solid understanding of adolescent athletes and girls’ school environment  
Ø Excellent leadership, organizational, and communication skills  
Ø Adept at establishing and managing productive relationships with students, 

coaches, faculty, parents, and other schools  
Ø Demonstrated ability to work independently 

 
Experience in the field of athletics including experience as a high school coach, and 
demonstrated leadership experience in sports management is preferred. 
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Successful candidate must have interpersonal skills that combine professionalism, 
passion, diplomacy, and tact. She/he must be and excellent listener, public 
speaker and writer and have the proven ability to supervise and manage people 
and programs. Independent school coaching and athletic administration 
experience preferred. 
 
This position requires extensive knowledge of: 
 

Ø High School sports  
Ø Working with coaches, students, and parents in the field of athletics 
Ø Budget preparation and management 
Ø Facility management 
Ø Legal issues in relation to athletics 
Ø Health and safety in relation to athletics 
Ø Computer applications including MS Office and the Internet 
 

The individual must possess the ability to: 
 

Ø Communicate effectively, both orally and in writing 
Ø Establish and maintain effective working relationships with other colleagues 

and outside contacts; represent the School at local, state and national 
meetings 

Ø Listen to colleagues and constituency members, understand their needs and 
propose effective solutions 

Ø Remain flexible and calm when situations dictate a quick change in plans 
Ø Willingness to work late and weekend hours 
Ø Organize and manage many tasks at one time with a focus on deadlines and 

follow through 
 
Please submit resume to ADsearch@lauraltonhall.org.  Resumes will be reviewed 
as received. Preference will be given by the Search Committee to candidates who 
present their completed applications by March 15, 2018. Finalists’ visits are 
scheduled to take place in April. The Head of School anticipates making an 
appointment as soon as the individual is available, no later than July 1, 2018. 


