
 

GALION CITY SCHOOLS 

NOTICE OF ADMINISTRATIVE POSITION OPENING 

***EMERGENCY 3 DAY POSTING*** 

2023-2024 CONTRACT YEAR 

 

Date of Posting:  July 12, 2023 

Deadline for Application:  July 14, 2023 

 

 

Description of Position:  ATHLETIC DIRECTOR 

 

Qualifications: 

• Valid Ohio Department of Education license 

• Background in education-based athletics. 

• Previous experience as a coach is desirable. 

• Knowledge of the overall operation of an athletic program, including public relations and 
budgeting/financial skills. 

• Effective communication, problem-solving, and time management skills. 

• Embodies high ethical standards/integrity.   

• Accepts responsibility for personal decisions/conduct. 

• Maintains a record free of criminal violations that would prohibit public school 
employment. 

• The employee shall remain free of any alcohol or non-prescribed controlled substance 
abuse in the workplace throughout his/her employment in the district. 

• Serve as a role model for students in how to conduct themselves as citizens and as 
responsible, intelligent human beings and, in accordance with his/her legal responsibility, 
help instill in students the belief in and practice of ethical principles and democratic 
values. 

 
Job Goals: 

• To provide for overall management leadership and coordination among the various 
sports to facilitate programs that provide student-athletes with worthwhile learning 
experiences.  
 
 

Supervises: 

• Supervise coaches and others involved in school athletic programs. 
 

 

 



 

Performance Responsibilities: 

• Responsible to and works under the direction of the superintendent or designee. 
• Responsible for administrating all interscholastic athletic policies and procedures for 

grades 7-12, working within the confines of the Rules and By-laws of the Galion High 
School and the Ohio High School Athletic Association. 

• Supervises, recommends and evaluates all head coaches, cheerleader advisors, and 
program needs. Makes sure that each head coach provides a written evaluation of 
each assistant coach in his/her program. Maintains current CPR and sports medicine 
certification records for each coach on staff. 

• Responsible for recommending all new coaching candidates and is A member of the 
selection committee for all new head coaches. 

• Coordinate with the operations, maintenance, and transportation departments for the 
continued maintenance, repair, and Improvement of all athletic facilities owned by the 
district. 

• Responsible for the development of all interscholastic game Schedules supported by 
a copy of the contract form in his files and the publications of all schedules. 

• Responsible for contracting all game officials except those assigned by the league of 
which Galion City Schools is a member. 

• Interprets Board Policy to the extent necessary to provide guidance for the coaches 
under his supervision. 

• Attempts to resolve conflicts that may develop within the ranks of the Athletic 
Department. 

• Develops a yearly budget for the athletic program and works with the superintendent 
or designee to find ways of supporting and financing the athletic program. 

• Submits financial reports to the superintendent or designee as requested and 
prepares and updates a five-year plan for expenditures, including projected income 
and expenses and uniform rotations. 

• Makes arrangements with the superintendent or designee for bus transportation and 
arranges lodging and meals when necessary. 

• Receives accurate equipment price quotations from head coaches, evaluates each 
request as it pertains to the budget and creates requisitions. 

• Attends all home athletic contests and/or arranges for proper supervision by 
administrators and teachers. 

• Acts as or designates a tournament manager for all league and tournament activities 
that are assigned or accepted by the school district. 

• Sends reminders of coming events to schools and officials. 
• Works with the superintendent or designee (in consultation with the head coaches) to 

cancel or postpone contracted events because of non-playing conditions. 
• Supervises all radio and television broadcasts, as well as public address system 

operation at the various games. 
• Supervises the upkeep of a permanent file of players, medical examinations, 

insurance forms, records, parent consent forms and payments. 
• Maintains permanent records for all sports, including coaches' names, wins and 

losses, outstanding achievements and records and letterman. 



 

• Maintains a file of all "denials of participation" and makes sure that each athlete is 
given "due process" when involved in a situation that may lead to denial of 
participation. 

• Responsible for determining scholastic eligibility of all candidates for athletic teams 
according to both Galion City Schools rules and the rules of the Ohio High School 
Athletic Association and for certifying their eligibility on the proper state forms. 

• Coordinates coaching requests to attend clinics with the Director of Operations 
• Works with the superintendent or designee, principals, coaches, and cheerleading 

advisors to schedule all athletic assemblies and pep rallies. 
• Coordinated the use of all athletic facilities by outside groups with the superintendent 

or designee and the Treasurer. 
• Supervises game management at all high school and middle school interscholastic 

contests. When admission is charged, the Athletic Director is responsible for the 
safekeeping and timely deposit of gate receipts in a manner recommended by the 
policies and financial practices of the Board of Education. 

• Provides for the cleaning, repair, storage, and inventory of all equipment. 
• Establishes procedures for the control of the training and weight rooms. 
• Arranges for medical personnel to be in attendance at all home contests where it is 

deemed necessary. 
• Works with coaches to schedule all practices and contests. 
• Plans, organizes, and works with coaches to provide awards for all teams. Involves 

the boosters, the parent clubs, and the principals. 
• Promotes publicity for all interscholastic sports. 
• Hires or makes necessary arrangements to provide ushers, parking, security, ticket 

takers, and other services required by the athletic operation. 
• Works with the superintendent or designee to represent the school at all league, 

district, regional, or state meetings. 
• Works out a reasonable and equitable program for the utilization of the concession 

stands. 
• Schedules physical examinations for all athletic participants. Responsible for the 

operation and organization of the press boxes during football and track season. 
• Serves as the liaison between coaches, the Booster Club, parents Clubs and attends 

meetings as per need. 
• Assists the administration in the preparation and distribution of complimentary tickets. 
• Maintains an active program that promotes sportsmanship and welcomes the 

competing teams, guests, and officials. 
• Responsible for an annual review of the athletic policy as printed in the student 

handbook. Makes recommendations for changes in policy to the principals. 
• Constantly evaluates all athletic programs, always seeking ways to improve 

programs. 
• Oversees the publication of the football and basketball game programs, including the 

sale of sponsor and patron ads. 
• Works with operations and maintenance departments to assign keys to athletic 

facilities and buildings. 



 

• Responsible for annually reviewing athletic policy as printed in student and staff 
handbooks. 

• Performs other duties assigned by the superintendent or designee 

 

Salary:  Per the salary schedule as adopted by the Galion City Schools Board of Education 

_________________________________________________________________________ 

 

Internal Candidates: 
Please send e-mail of interest to Jeff Hartman: 

hartmann.jeff@galionschools.org 
 

External Candidates: 
Please complete and submit a letter of interest,  
certified application, resume and references to: 

                                                human.resources@galionschools.org 

mailto:hartmann.jeff@galionschools.org
mailto:human.resources@galionschools.org

