
Position: Associate Director of Athletics 
 
Department: Athletics 
 
Reports to: Director of Athletics 
 
Job Summary: Serve as budget officer and oversee business and administrative affairs for the 
Athletics Department.  Fulfill duties of the Director of Athletics in her absence.  
 
Duties and Responsibilities: 
 

 Member of the Athletics department senior staff; attend all cabinet and assigned 
meetings. 

 Assist the Director of Athletics in preparing the department’s annual budget.  Serve as 
the budget officer for the department. 

 Manage the preparation of purchase orders and vouchers for the approval of the 
Director of Athletics and Office of Finance. 

 Develop a computerized tracking system for purchase orders and vouchers to insure 
smooth, efficient, and timely interoffice process. 

 Monitor all aspects of the approved athletics budget for periodic reports to the Director 
of Athletics and the Office of Finance. 

 Perform on-going monitoring of the department’s budget via a viable computer 
program and prepares periodic reports to the Director of Athletics. 

 Coordinate and attend bi-weekly budget meetings with the Director of Athletics and 
Office of Finance. 

 Prepare and analyze data for the fall and spring budget reviews 
 Work with the staff of the Finance department to process and track requests for 

Purchase Orders, payment vouchers, meal money, and reimbursement requests. 
 In consultation with coaches, make teams’ hotel and transportation accommodations 

and prepare all necessary paperwork for the Director of Athletics approval. 
 Prepare itineraries for all away games. 
 Collect reimbursement forms for Director of Athletics approval. 
 Liaise with coordinators of officials for all sports.  Prepare vouchers for payment to 

officials for the Director of Athletics approval. 
 Maintain the department’s budget and checks and approves all disbursements of funds.  
 Supervise and approve the recommendation disbursement of the Student Assistance 

Fund and the Student Opportunity Fund.  
 Monitor, balance and rectify the athletics department credit cards 
 Supervise the team travel coordinator with the arrangements for transportation, lodging 

and meals. 
 Oversee shuttle bus leasing and Enterprise Car rentals.  
 Purchase and inventory athletic supplies and equipment. 
 Liaise with insurance company and Finance department regarding processing 

Certificates of Liability for rental space. 
 Attend all meetings of the Athletic Policy Committee.  
 Attend all required Northeast and NCAA meetings. 
 Serve as Sports Administrator for Soccer and Men’s and Women’s Basketball and Tennis. 
 Collect, store and distribute student-athletes’ textbooks. 



 Select, supervise, and evaluate the performance of all game management staff; approve 
staff vouchers for payment.  

 Record all ticket sales and send money to the office of the Finance.  
 Evaluate, schedule, approve and supervise the use of all athletic facilities by outside 

groups. Collect and record appropriate fees and delivers them to the office of Finance.  
 Assist with the day-to-day administration of athletic department policies and 

procedures. 
 Managing service contracts with any outsourced services utilized by the athletic 

department and conference as assigned (ball contracts, athletic gear, transportation, 
etc.). 

 Act as a liaison with the Department of Facilities.  
 Coordinate home game events in sports of soccer, volleyball, men’s basketball and 

women’s basketball. 
 Serve as liaison with officials for Men’s and Women’s Basketball, Soccer, Volleyball, 

Men’s and Women’s Swimming and Men’s and Women’s Water Polo. Overseeing 
officiating schedules, including securing parking, and coordinate billing and payroll 
processing. 

 Serve in the capacity of tournament director/championship manager for designated 
tournament and championship events. 

 Fulfill all duties of the Director of Athletics in her absence.  
 Perform other duties as assigned by the Director of Athletics. 

 
Qualifications: 

 
 Bachelor’s degree; Master’s degree preferred. 
 Minimum of five years of intercollegiate athletic management experience. 
 Working knowledge of NCAA rules and regulations as they relate to the responsibilities 

of this position. 
 Prior experience with budget preparation and administration. 
 Strong interpersonal and communication skills and the ability to work effectively with a 

wide range of constituencies in a diverse community. 
 Excellent computer skills to include proficiency with spreadsheet and database 

programs. 
 Ability to perform accurate, detail-oriented work and manage multiple tasks 

simultaneously. 
 Must be able to work evenings and weekends and travel as required. 
 This position has managerial responsibilities for a team of facility and events. 

 
Interested applicants can apply by clicking here. 

https://secure.jotformpro.com/sfcollege/AssocDirAthlc

