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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTIONS:  ASSISTANT ATHLETIC DIRECTOR

1.00
GENERAL STATEMENTS

1.01 POSITION SCOPE

a. The Assistant Athletic Director assists the Athletic Director in daily operations of the athletic department.

b.   The Assistant Athletic Director will participate in the formation of general 

      college policies as a member of the Athletic Council and as a member of

      Standing Institutional Committees.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a.  Reporting Relationship:  Dean of Student Affairs/Athletic Director

b.   Function/Category of Position:  Student Services/Management and

      Supervisory

c. Terms of Employment:  12 months 

d. Salary Category:  III

2.02 Supervision

a. Supervision Received:

Reports directly to the Athletic Director

2.03 Key Areas of Responsibility

1. Assists the Athletic Director and coaching staff with preparation of 

      athletic schedules.

2. Coordinates submission of eligibility roster to KJCCC and NJCAA with head coaches and administrative assistant.
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3. With approval of Athletic Director, executes and maintains all financial contractual agreements and contest contracts.

4. Assists the Athletic Director in providing direct supervision for home game administration, including facility maintenance, crowd control, and the comfort and security of game officials and visitors.

5. Serves as Sports Information Director.

6. Coordinates press releases and ensure coaching staff reports statistics to KJCCC, NJCAA, and the local media.

7. Coordinates with coaches to collect weekly statistics and maintains a history of athletic programs.

8. Coordinates and assists in recruitment efforts for all athletic teams.

9. Coordinates home game table workers and ticket takers.

10. Coordinates all fundraising activities of athletic department in conjunction with the Athletic Director and Endowment Office.

11. Works with Athletic Director on promoting ACCC Athletics to the community and service area.

12. Coordinate inventories and inventory histories for all sports programs.

13. Coordinate game operations for High School athletic events hosted by the college.

14. Coordinate and pursue with KSHSAA hosting any subregional or regional contests on our facilities.

15. Perform other duties as assigned by the Athletic Director.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu
