
 

 

 

                                   Cassopolis Public Schools 

Athletic Director 
 

 

Position:  Part-Time Athletic Director (potential for full-time with certification) 

 

Position Details: 

Seeking a person to provide leadership to the overall athletic program. The district is interested in obtaining a 

person with strong organizational skills, a commitment to focus on students and their needs, and the ability to 

establish positive relationships with coaches, parents, the community, and league schools. The Athletic 

Director must keep current on rules and regulations regarding all components of high school athletic 

programs and must possess outstanding communication and interpersonal skills. The opportunity of full-

time employment may exist for a certified candidate.   

 

General Description: 

Athletic Director responsibilities include the coordination and management of the athletic-related functions 

for the school, including planning, organizing, and managing the employees and coaches within the Athletics 

Department. 

 

Full-time position requires teaching responsibilities for one part of the school day, and that of an Athletic 

Director for the other portion of the day.  Teacher responsibilities include providing students with appropriate 

learning activities and experiences designed to fulfill their potential for intellectual, emotional, physical, and 

social growth to enable students to develop competencies and skills to function successfully in society. 

 

Responsibilities: 

 Develop and implement specific athletic programs; direct and coordinate a full range of 

athletic department services and programs. Ensure compliance with regulations and appropriate 

correspondence. 

 Provide athlete and coach orientation, conditioning, and athletics training programs. 

 Supervise utilization of the athletic facilities; coordinate athletic uses of training and weight 

 room facilities; recommend and review policies for student use of facilities at the school; review and 

recommend changes, repairs and improvement of athletic equipment and facilities. 

 Arrange for athletic events (game management). 

 Oversee the production of the athletic handbook, bulletins, and other publications. 

 Coordinate master athletic calendars. 

 Assist in the design and development of the athletic department website. Maintain website 

and review data entered by coaching staff to ensure current and accurate information is 

posted. 

 Communicates regularly with Administration team; Building and Grounds Director, Business 

Manager and keeps Principal and Superintendent informed of all athletic business, events, and issues. 

 Assist in the printing of transcripts for all student athletes as necessary; review transcripts 

for credits and registration; track required paperwork for students transferring – tracers, 

transcripts, etc.  

 Prepare eligibility report. Monitor eligibility in conjunction with the Principals, athletes, and coaches 

for all athletic programs. Review necessary eligibility forms. Assist the coaches and athletes with 

regards to compliance of codes regarding roster, eligibility, pictures, etc. 

 Attend all athletic home events/competitions and act as the game administrator, or be 



responsible for delegating a game administrator. 

 Maintains oversight and manages concessions. 

 

Qualifications: 

 

 Candidates should have a basic knowledge of the organization and procedures of school 

sports.  Experience in physical education, coaching, first-aid, CPR, and sports medicine 

desirable.  Prior coaching experience is preferred. 

 Excellent communication, public relations, and interpersonal skills, with the ability to interact 

effectively with a broad spectrum of individuals and organizations 

 Experience with selection, supervision, and evaluation of personnel 

 Finance and experience managing budgets 

 CPR and AED certified 

 MHSAA Coaches Advancement Program (CAP) Level 1 and Level 2 certifications or willingness to 

obtain 

 For teaching positions, Bachelor of Science/Arts degree from an accredited college or university with 

a valid teaching certificate is required. 

For full-time position: 

OVERVIEW OF SCHOOL: Cassopolis is a New Tech Network district striving to incorporate project based 

learning in which students master academic content through application in solving real world problems.  

Students use technology to complete group projects and individual assignments as they would in a 

professional work environment. Courses are taught by paired teachers who integrate subject content to create 

rigorous projects that are both standards-based and relevant to students’ lives.  A goal of structuring a school 

in this way is to explicitly teach students the skills necessary to succeed in the 21st century such as 

collaboration and teamwork, work ethic, media literacy, written and oral communication, critical thinking, 

and time management. 

   

Responsibilities include: 

 Develop and implement lesson plans for the curriculum program assigned. 

 Present subject matter following the guidelines outlined by the state and district. 

 Plans and uses appropriate instructional strategies, activities, materials, and equipment that reflect 

differentiation and accommodations based on the individual needs of the students assigned. 

 

 

     

Application procedure:  Send letter of interest and resume to:  

Ms. Renee Manno, Principal rmanno@cassopolis.org   or 

Dr. Angela Piazza, Superintendent, apiazza@cassopolis.org; 
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