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DIRECTOR OF ATHLETIC OPERATIONS AND EVENTS 

DEFINITION:
Under general direction of the Superintendent/President, plan, develop, organize, promote, coordinate and monitor the day-to-day activities and operations of all Feather River College athletic programs. 

CLASSIFICATION:

· FLSA Exempt

· Classified Manager 

· Date Modified: September 2007
ESSENTIAL DUTIES:  (The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.)

· Plan, coordinate, and promote the activities and operations of the districts athletic and sports programs including intercollegiate teams, intramural teams, community service fee based summer camps/clinics, contract sports programs and activities, and other athletic/sport programs.
· Monitor athletic program policies and procedures and ensure compliance with conference, state, federal, and other athletic related agencies’ regulations, rules and policies.

· Represent the college in the Golden Valley athletic Conference (GVC), Bay Valley Conference (BVC) state Commission on Athletics (COA) and Northern California Football Alliance (NCFA) meetings as assigned.

· Develop and accurately manage the athletic department and sports program budgets.
· Work in conjunction with the Director of Facilities and coaches to coordinate all practice facility requests to accommodate practice schedules.
· Coordinate the events used for the student enrollment, physical exams, eligibility and other required criteria of students participating in intercollegiate athletics, fee based camps/clinics, contract activities, other sport activities, and maintenance of applicable forms and documents including, but not limited to, tracers, eligibility and accident forms.

· Observe team practices; oversee athletic department discipline, provide game management supervision, and assist in the resolution of departmental problems as needed. 

· Conduct and/or participate in the evaluations of coaches per the Associate Faculty and Faculty contracts.
· Coordinate and supervise or delegate appropriate supervision for all aspects of game management for all sport/athletic contests (promotion, gate/concession staffing, referees/umpires, half-time entertainment, announcers, table crews, doctor/ambulance, security, transportation, trainers, proper collection and accounting of monies, etc.) and assist in the resolution of problems as needed.

· Work with community relations to market and promote athletic department activities.
· Work with coaches to oversee the maintenance of safe facilities and equipment for all sports while working directly with the FRC Safety Officer to assure compliance with safety standards.

· Conduct Athletic Department meetings and oversee the preparation and distribution of agendas and meeting minutes.

· Promote cooperative relationships with community and regional agencies as appropriate.
· Support college recruiting through attendance as needed at college fairs to promote the college and its sports/athletic programs. 

· Meet and consult with the Foundation/College Business Management Committee, as needed, and address priorities as identified. 

· Oversee the proper collections and accounting of monies related to athletic events, fundraising, and athletic local revenue accounts. 
· Coordinate and supervise or delegate appropriate supervision of the work of short-term temporary staff and students; participate in the selection, training and development of short term temporary staff.
· Complete and submit Gender Equity in Athletics compliance forms to the Federal Government, and oversee other equity compliance matters. Establish and maintain self review committee for Title IX compliance. Coordinate efforts with the Human Resource Director and Superintendent/President to ensure mandated requirements. 

· Draft annual status reports and action plans and to address Title IX compliance measures in accordance with the findings and recommendations of the Title IX consultants, self-studies, and program reviews.

· Participate as a resource to faculty and administration for potential modification(s) of athletic coaching structure.  

· Establish Athletic Program Review Committee and submit documents per GVC and COA program review requirements.  
· Serve on GVC off site program committees to ensure compliance with League rules and regulations.
· Provide assistance to Athletic Department staff/ faculty in program activities and recruiting.
· Advise new and continuing students in Health, Physical Education, and Exercise Studies degree program.

· Conduct activities supporting student retention.

· Supervise fund-raising activities for intercollegiate athletics and the athletic department in collaboration with the college administration and FRC Foundation.  

· Serve as the supervisor of the Athletic Department Fundraising Coordinator during terms when such a position is approved and funded. 
· Attend and participate in campus meetings, as assigned.

· Perform other related duties, as assigned. 

Knowledge of:
· Principles and practices of community college athletic programs.

· Laws, codes, contracts and regulations governing community college athletic programs and health clubs including district, league, and state rules.

· Basic computer use;

· English grammar, spelling, composition and punctuation;

· Basic principles and practices of marketing sports programs to the community;

· Principles and practices of program budgeting and monitoring.
· Management and supervisory techniques and practices.
Skill/Ability in:
· Planning, directing, and coordinating the activities and operation of game management.

· Ability to research, analyzes problems/conflicts, determine effective solutions, and take action for successful results.

· Developing effective work relationships with those contacted in the performance of required duties.

· Ability to promote the college and its athletic programs.

· Strong work ethic.

· Excellent organizational skills.

· Ability to communicate with various constituents; general public; students; coaches; administrators.

· Effectively communicating in both oral and written forms.

· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of potential and current community college students;

· Exercising sound independent judgment within established guidelines;

· Working and operating independently and handling multiple tasks simultaneously.

· Reading, interpreting regulations, policies and procedures related to sports programs and compliance.

· Budget planning and management of Athletic Department.
· Developing and managing a variety of records, data and required reports.
MINIMUM QUALIFICATIONS:
· Bachelors of Arts or Science Degree in a related field plus one year related experience OR the equivalent. 
· CPR and First Aid certification (if not held, to be obtained within three months of hire). 

· Must be willing to travel and to work evenings and weekends as required.
DESIRABLE QUALIFICATIONS:  
Experienced in game operations, NCAA rules, as well as Commission on Athletics rules and bylaws.
Masters degree in Physical Education or related field desired.

PHYSICAL EFFORT/WORK ENVIRONMENT: The physical abilities involved in the performance of essential duties are:
· Manual dexterity to operate keyboards, manipulate papers;

· Speech and hearing to communicate effectively with individuals and to groups;

· Vision to read text, forms and computer screens;

· Physical ability to maneuver set up and break down sports equipment as needed;

· Lifting and carrying athletic equipment and materials up to 40 pounds;

· This work is performed in a variety of indoor, outdoor and athletic field settings, both on and off campus.

· Perform light repairs and maintenance.
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