
ATHLETIC DIRECTOR 
 Position Available 

 

Tulelake Basin Joint Unified School District is accepting 
applications for the position of Athletic Director.  
 
Annual Stipend: $7000.00 
 
Position begins July 1, 2019 
 

QUALIFICATIONS: 
Experience coaching high school sports; supervising others. 

 
Knowledge of principles, goals, and objectives of public education; methods, techniques, 

procedures and strategies concerning the development and maintenance of an effective 
interscholastic sports program; policies, regulations, and procedures pertaining to interscholastic 

sport performances.  

 
Knowledge or experience in all the sports offered by the district.  

 
OVERALL RESPONSIBILITIES: 

Under the direction of the high school principal, the athletic director is responsible for the 

administration and facilitation of the interscholastic programs at Tulelake High School (both high 
school and junior high school levels).  The athletic director is not an administrator, but because 

of the liability that is assumed with this position, the athletic director is a part of the 
administrative team in regards to decisions, which affect the interscholastic and intramural 

programs at Tulelake High School, or changes in the general operating procedures as set forth in 

the Extra Curricular/Athletic Handbook.  Thus, the athletic director is to be kept informed of and 
is to request approval of changes or deviations from the guidelines as established in the 

handbook before changes are implemented. 
 

SPECIFIC RESPONSIBILITIES: 
1. Develop and maintain a working athletic handbook that covers the roles of the members 

of the athletic department; including the coaches and athletic director, along with those who 

drive the buses and maintain the grounds for athletic events.  This handbook should include: 
a.  Guidelines for participation in sports at high school and junior high school levels 

 b.  Forms that are to be used in the administration of the athletic program 
c.  A philosophy of sports at Tulelake High School mutually agreed upon with the 

coaching staff and the administration 

 d.  Coach and cheerleading advisor guidelines 
2. Maintain the eligibility status of the members of the athletic teams, including weekly 

eligibility, probation and ineligible status.  Make sure that parents students, administration and 
coaches are aware of this status. 

 
3. Mail NSCIF Squad Exchange Lists to school on the Monday of the stated contest. 

 

4. Maintain a working relationship with the administration, as well as teachers, the 
community, participating schools and others who affect the programs. 

 



5. Maintain athletic schedules making sure that schedules are current, up-to-date, and 

posted.  Athletic schedules will include the complete playoff schedule and rules that affect this 
playoff schedule as stated in the NSCIF Playoff Handbook.  Inform participating schools, official’s 

association and news media of any changes to schedules.  Athletic schedules are to be given to 
the principal and mailed to the media no later than four weeks prior to the sport season as set by 

the NSCIF.  Any game not finalized at the presentation of the schedule will be marked tentative. 

 
6. Attend all Evergreen League meetings and any other meetings deemed necessary that 

affect the functioning the Tulelake athletic program. 
 

7. Keep abreast of current rules and regulations of the Evergreen League, NSCIF, and CIF 
that affect the athletic programs.  Current Evergreen League Constitutions are to be given to all 

coaches. 

 
8. Provide a central location for the filing of end of sport and end of year reports.  Keep 

these reports on file. 
 

9. Be responsible for the athletic fund expenditures and co-sign monies from the athletic 

fund.  
 

10.  Follow school protocols for money handling from admissions and concessions. 
 

11. Maintain and coordinate the athletic budgets for the current school year and proposed 
budgets for the upcoming school year. 

 

12. Ensure that coaches have requested transportation and grounds maintenance before 
athletic contests. 

 
13. Check facilities prior to game time to make sure the event can be played. 

 

14. Maintain open lines of communication with athletic directors and coaches from other 
schools in the league relative to game dates, times, and other necessary arrangements for 

contests. 
 

15. Organize and conduct athletic meetings which will be attended by coaches of the sport in 

season, principal, and others who are deemed necessary for the coordination of the sport in 
season.  There shall be one preseason meeting per season. 

 
16. Arrange for referees, umpires, and ticket takers for all athletic events. 

 
17. Verify with the opposing school on the day of athletic contests that the game will be 

played.  Also verify that referees and umpires have been assigned.  Also arrange for referee and 

umpire payment with the high school secretary. 
 

18. Coordinate preparation of event programs. 
 

19. Supervise athletic events both home and away, as directed by the principal. 

 
20. Order athletic awards and certificates. 

 
21. Arrange and control yearly inventories for all sports together with the Head Coaches. 

 
22. Arrange for cleaning of all athletic equipment when not in use. 



 

23. Assure proper storage of equipment when not in use, together with the Head Coaches. 
 

24. Coordinate and maintain CIF insurance records. 
 

25. Control athletic injury process. 

 
26. Provide leadership and enforcement in the interpretation of league and CIF rules. 

 
27. Coordinate athletic health services (drug testing). 

 
28. Regulate athletic awards system. 

 

29. Assist coaches in preparing yearly individual sports budgets. 
 

30. Maintain good rapport among all coaches. 
 

31. Act as a liaison between coaches and administration, matters pertaining to assignments, 

department problems, and recommendations.  
 

32. Assure proper new coach orientation. 
 

33. Assist the principal in the evaluation of coaches. 
 

34. Organize and disseminate season tickets. 

 
35. Attend Booster Club meetings. 

 
36. Other duties as assigned by the administration. 

 

Education: 
Associates Degree Required, Bachelors Degree Preferred. 

 
Supervision: 

Under minimal supervision; reports to the High School Principal/Superintendent.   

 
Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities perform the essential functions. 
 

If interested, contact: 

 Kay Wilson 
 District Office 

 P. O. Box 640 
 Tulelake, CA  96134 

 530-667-2295 

  
 

Position Closes 4/30/2019; 4:00 p.m. 


