
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

           Date: 01/03/17 
 
 

TITLE: Athletic Director 

DEPARTMENT: Physical Education 

SECURITY SENSITIVE:  

FAIR LABOR STANDARDS ACT STATUS: Exempt 
 

BAND: Faculty 
 

FUNCTION: Faculty members are expected to be effective teachers, to maintain current 
knowledge in their fields, and to have pedagogic skills that are appropriate 
for our students.  While teaching is the focus, faculty members are also 
expected to continue development of their knowledge and skills, to 
contribute to the community of scholars, and to represent the College in 
the community.  What differentiates this position from other faculty 
members is the temporary release which allows them to represent their 
assigned sports at NJCAA events.  All employees of San Jacinto College 
are expected to demonstrate the values of the institution. 

 
REPORTS TO: Vice Chancellor, Strategic Initiatives 

 
SUPERVISES: Coaching Staff 

 

MAJOR RESPONSIBILITIES: 
 

Essential Job Functions (10 or less): 
 

1. Teaching 
 

a. Keeps up with developments in the field of study. 
b. Demonstrates high standards—academic and professional. 
c. Evaluates student work constructively and provides timely feedback. 
d. Teaches at times and locations that meet student needs. 
e. Provides access to students through posted conference hours, electronic 

communications, and other appropriate methods and responds to inquiries in a 
timely manner. 

f. Reviews, evaluates, and recommends student learning materials. 
g. Develops and uses a syllabus and course information materials for each course, 

laboratory, or clinical setting within state, college, and departmental guideline 



2. Professional Development 
a. Maintains high standards of competence in the discipline(s) and teaching 

methodologies through professional development activities. 
b. Plans, develops, and uses effective teaching methods and materials which assist 

students in meeting course objectives, are appropriate for students with diverse 
educational and experiential backgrounds and learning styles, and engage the 
students in learning. 

c. Reviews, evaluates, reflects, and revises program curricula and teaching methods 
through a self-evaluation process of self-reflection. 

d. Meets or exceeds professional standards, state-mandated guidelines, 
requirements of business/industry, and higher education, as appropriate to the 
discipline(s). 

 
3. Service 

a. Actively participates in college meetings and/or committees, task forces, 
and councils. 

b. Participates in college-related activities such as registration, community 
education, recruitment of students, student retention, and faculty selection. 

c. Participates in college activities for students/student organizations to aid in 
retention. 

d. Participates in business and community activities that foster goodwill and 
promote the mission and values of the college. 

e. Participates in activities required to maintain program and college 
accreditation standards. 

f. Participates in setting departmental goals, in developing college budgets 
that support the goals, and in planning for achieving those goals. 

g. Promotes and maintains departmental affiliation agreements and other 
partnerships with other institutions. 

 
4. Athletic Director 

a. Represents the college and their assigned sports at region XIV events 
b. Makes recommendation on region XIV votes 
c. Makes recommendations on athletics budgets and operations to the Vice 

Chancellor, Strategic Initiatives 
d. Manages complaints for their assigned sports 
e. Supervises coaching staff and provides input on the evaluation of other 

coaches. 
f. Maintains compliance with NJCAA rules for their assigned sports. 

 
 
 
 
 
 
 
 
 
 
 
 



Marginal Job Functions: 
1. 

 
MINIMUM QUALIFICATIONS 

 
Knowledge, Skills and Abilities: 

 

Knowledge, skills, and abilities relative to teaching area 
Knowledge of NJCAA rules 

 
Education and Experience: 

 

Education: Master’s Degree 
 

Experience: 5 years as Head Coach 
 
 
Licenses/Certifications: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             
 Employee Signature       Date 
 
 
             
 Leader Signature       Date 
 
 
 
 
 
For HR Use Only: 
Position Number  
Position Class  
Position Ecls  
Salary Table  
Eskl Code  

 
 
 
 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees and 
councils; to interact and work cooperatively in order to assist students, staff, faculty and the community in the 
accomplishment of various goals; to represent one’s self and the college in a positive, professional manner 
consistent with the core values which include a passion for learning, service and involvement, creativity and 
innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive or confidential 
information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as may 
be assigned by their supervisor and to contribute to the team efforts of the department and to assist the college 
in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  
The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 
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