
 

Job Description 
Asociación Educando con Cristo 

Colegio El Camino Academy 

 
Version: 01 
Revision date: August 2019 

This job description is an integral part of ASOCIACION EDUCANCO CON CRISTO’s contract with the 
employee. 

Information about the Position 

Position: Athletic Director Area: Academic 

Supervisor: HS Principal Staff supervised: PE teacher 

Schedule:  7am-4pm Type of contract:  School year, 10 months, 11 months, 12 
months 

Overall responsibility: The teacher has the major responsibility of instruction in the assigned curriculum area 
Responsibilities:   
 

1. Coordinate spending of "Teaching Materials" funds. 
2. Coordinate book ordering or purchasing of materials for subject area. 
3. Mentor any new teachers. 
4. Communicate ideas to teachers in given subject area as needed. 
5. Coordinate appropriate field trips or special events (science fair, poetry contest, etc.) 
6. Look for professional development opportunities and/or materials. 
7. Teach classes as assigned on the master schedule. 
8. Be informed as to the academic, spiritual and social development of each student. 
9. Employ those instructional aids, methods and materials that provide for creative teaching. 
10. Follow the prescribed curriculum. 
11. Update, fill in and continually polish curriculum guides. 
12. Model and enforce the guidelines in the student handbook.  Strive for keeping professional and high      

standards throughout the school. 
13. Maintain regular communication with parents regarding each student's academic progress (progress  
14. reports, quarterly report cards, scheduled parent-teacher conferences and other parent- or teacher-

initiated contacts), and take initiative to communicate with parents regarding concerns. 
15. Post homework and grades at least weekly on RenWeb 

 
Specific Teaching Tasks 

1. Maintain a biweekly (once every 2 weeks) eligibility list. 
2. Procure, orient, mentor and supervise coaches for each team 
3. Inform each coach of a current sport of the ineligibility of any team member 
4. Act as Chair of each Disciplinary Commission 
5. Schedule the use of facilities and equipment. 
6. Supervise the purchase and care of uniforms and equipment and keep an inventory. 
7. Schedule all games, and schedule officials for home games.  If these conflict with classes, the principal 

must give approval. 
8. Organize transportation for teams. 
9. Approve any post-season team celebration (e.g. banquet, party) 
10. Develop and administer the annual sports budget. 
11. Assure that sports news is regularly communicated to the ECA community. 
12. Assure that all students have the appropriate permissions on file. 
13. Assure that parents have adequate communication regarding all sport events. 
14. Represent ECA at any league-related sports meetings or functions. 
15. Take initiative to build positive relations with other coaches or PE teachers in the neighborhood or 

leagues, and look for ways of sharing Christ through those contacts or sporting events. 
 

 

 



Procedures for Coaches 
1. Check with athletic director about the practice and game schedule, grades participating,    logistics 

feasibility, costs, transportation, etc. 
2. Read the information about extracurricular sports and be ready to enforce guidelines. 
3. Put an announcement in the weekly bulletin about the possible sports within the first couple weeks of the 

school year or semester, and make announcements to the students in PE classes. 
4. Make a list of interested students and have an informational meeting. 
5. Explain the eligibility expectations and the practice regulations as stated in ECA Code of Extracurricular 

Activities.  Have the participating students sign and return the Code.   Have parents sign permission 
slips. 

6. Hand out sports practice/transportation notice form and the potential game schedule. 
7. Turn into the office a formalized list with signed sports practice/transportation forms attached.  The office 

will make sure the gate guards receive the team list and practice days schedule. 
8. Make sure the Physical Plant Coordinator has the home game schedule as much as known to 

coordinate the use of field or court. 
9. Make sure that all grade level teachers receive a team list and schedule of practices and games, 

especially if they will interfere with the normal class schedule. 
10. Send out game notices to parents by e-mail a minimum of 2 days before event if possible. 
11. Sign out uniforms clearly and make sure all are returned clean and ready for storage. 
12. Make sure all games are published in the weekly bulletin, posted on the white board and written in the 

teacher announcement book.  Do not forget to put in the book who is covering for the teachers involved 
in the sport if necessary to miss class.  If you are not regularly at school, work closely with the athletic 
director to communicate games and practices. 

13. Check with the person assigned to post eligibility to make sure your players can participate. 
14. Make sure you get a first aid kit and cell phone from the office for off-campus games. 
15. If you need referees, communicate this with the athletic director and/or contact them with plenty of time. 

Personal Responsibility: agreement with Spiritual and Professional Norms is an integral part of this contract 

Handles Financial Documents:  ☐High     ☐Medium     ☒Low 

Handles Equipment/Tools:   ☒High     ☐Medium     ☐Low 

Handles Confidential Information: ☒High     ☐Medium     ☐Low 

Contact with the Public:   ☒High     ☐Medium     ☐Low 

Position Profile 
Education needed: Teachers should be college graduates, and preferably trained and certified teachers.  All 
should be ACSI certified or working toward ACSI certification 
Certification needed: All teachers must be ACSI certified within 2 years of beginning at ECA. 

Experience needed: 1 year 
 
This is a complete and accurate description of the duties and responsibilities of my position. 

I have read and understood and agree to fulfill its requirements. 

 

____________________________  _________________________________  ________________ 
Name     Signature     Date 
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