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Part-Time Athletic Director for 2015-2016 Schoolyear 

The purpose of the Athletic Director (AD) is to establish, oversee, and manage athletic 

programs for St. Michael Academy.  The AD directly oversees all coaching staff and reports 

directly to the Principal and Board of St. Michael Academy. 

Basic Duties: 

- Establish relationships with other schools. 
- Establish athletic programs for SMA students, including assistance in hiring coaches, 

coordination of practice schedules, seeking athletic competitions with other schools, 
purchase of uniforms, etc.  

- Seek cooperative agreements with other schools for sports in which there are not 
enough SMA students for us to field on our own and serve as a liaison with those 
schools.  

- Prepare schedule of practice times and games for each sport. 
- Coordinate gym, building, and athletic field use. 
- Manage travel arrangements for athletic teams. 
- Ensure adherence to all MHSAA, league, and school policies, administrative rules, 

procedures, and codes. 
- Enforce MHSAA rules and regulations, including player eligibility. 
- Collect, file, and notify athletes and coaches regarding student eligibility as it pertains to 

the MHSAA and SMA athletic code of conduct. 
- Seek and recommend suitable competition for all athletic contests. 
- Hire all officials for athletic contests. 
- Secure game workers for athletic contests: announcers, clock operators, score keepers, 

line judges, etc.  
- Coordinate the collection of rosters for program information as needed. 
- Assist in supervision at home athletic contests. 
- Mediate the resolution of problems, issues, and concerns that may arise.  
- Provide a channel through which students and the community may express their 

concerns about the athletic program. 
- Provide in-service training of coaching staff as needed. 
- Administer the school athletic code in a fair and consistent manner. 
- Maintain records for letter eligibility and awards. 
- Attend all meetings required by MHSAA, the league, and SMA. 
- Perform other duties as assigned. 

 
Expectations: 

- The AD represents St. Michael Academy and must conduct himself/herself in a 
professional manner at all times.  
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- The AD is to dress professionally for games and meetings.  No jeans.  If female, skirts 
should be at or below the knee.  If male, is to wear tie and dress pants.  Clothing should 
not be distracting. 
 

Qualifications: 
- Education:  Bachelor of Arts. 
- Coaching experience strongly preferred. 
- Knowledge of MHSAA rules and regulations. 
- Proficient in basic computer programs. 
- Able to work well with others and be a liaison.  
- Knowledgeable and supportive of the teachings of the Catholic Church. 
- Committed to the mission of St. Michael Academy. 

 
Training:  

The AD will be required to attend a training session.  Dates and times will be communicated 
in advance.  Emergency procedures, school guidelines, the Family Educational Rights and 
Policy Act (FERPA) regulations, Circle of Grace, statement on corporal punishment, etc. will 
be discussed at this mandatory meeting. 

 
To apply: 
Please email or send résumé and 3 professional references to principal@stmichaelrca.com or 
PO Box 413 Petoskey, MI 49770. A Michigan State Police and FBI fingerprint background check, as 
well as an Authorization of Information to former employer must be completed prior to employment. 
 
Position is open until filled. 
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