JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
    
Assistant Coach  -   Sport
DEPARTMENT: 

 ????
SUPERVISOR: 
Reports to:  Head Coach, Athletic Director or Activity Coordinator and/or Individual Elementary School Principals.

Immediate Supervisor(s), as assigned and applicable.

JOB GOAL: 
To assist the head coach to help each participating student achieve a high level of skill and appreciation for the values of discipline and sportsmanship competition and an increased level of self-esteem.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:
· Coach/Sponsor individual participants in the skills necessary for excellent achievement in the sport of academic competition involved and promote school spirit and pride.
· Work closely with the Head Coach, Activity Coordinator or Athletic Director and Principal in scheduling practice sessions, intra-mural, inter-scholastic contests and activities.

· Inform Activity Coordinator or Athletic Director of any cancellation of practice sessions, games and/or need or transportation services.

· Recommend purchase of equipment, supplies and uniforms as deemed appropriate to the Activity Coordinator or Athletic Director and maintain inventory.

· Maintain necessary attendance forms, insurance records and similar paperwork.

· Supervise athletes at all times and oversee the safety conditions of the facility or area in which assigned sport is conducted at all times that students are present.

· Enforce performance criteria and rules for eligibility including; grades for participation in extra-curricular competitions.

· Enforce written rules and consequences for social conduct, (enforce rules and consequences) via Athlete’s Agreement and meet with parents of athletes regarding rules and consequences.

· Enforce rules, discipline and sportsman like behavior at all times and establish and oversee penalties for breach of such standards by individual students.
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· Travel with athletes, assist coaches and/or sponsors TO and FROM for supervision purposes, unless other comparable arrangements are made accordingly with the approval of the Athletic Director or Activity Coordinator.

· Comply with NMAA Rule and Regulations as well as with School Board Policies.

· Actively participate in fund raising activities for meals, lodging, equipment, uniforms, tennis shoes, tee shirts, summer programs and transportation for activities.

· On daily basis, oversee that gym floor and other playing areas are clean and safe, inclusive of bleachers.

· On a daily basis, make sure that custodian/maintenance personnel keep the gymnasium / multi-purpose building clean at all times to include: storage areas, lobby, concession areas, weight room, rest rooms/showers, office, track field, baseball field and tennis court.

· Seek scholarships for student / athlete participants who excel an dare in “Good Standing” by communicating with universities, colleges and scouts.

· Implement effective and/or required appropriate dress code for athletes.

· Communicate monthly or sooner as the need arises, with parents regarding athlete(s) and/or participant(s).

· Attend school board meetings at the request of the Superintendent or his/her authorized designee.

· Log all out-going long distance telephone calls and fax transmittals.

· Perform other assigned tasks required by the supervisor(s).
MINIMUM QUALFICATIONS:

Experience/Education:
· Properly certified, experience relevant to the position.

· Demonstrated interest and aptitude for performing the task(s) of Coach.

· Other qualifications determined to be necessary by the Board of Education.
Skills/Knowledge:

· Knowledgeable in area of assignment.
· Preferably experienced and competent in required skills of the assigned sport and/or academic competitions.
· Knowledge of universal hygiene precautions.

· Knowledge and training in first aid procedures for handling athletic related injuries.
· Must know how to operate all equipment and materials related to the position (i.e. weight machines, sports aid equipment, etc.)

Physical Requirements:
· Demonstrate the appropriate skills and techniques to be used by athletes to participate in their particular sport(s).  Sitting, standing, lifting, and carrying (up to 30 pounds), reaching, squatting, kneeling, and moving light furniture may be required.
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Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are routine.  Flexibility and patience are required.  Must be self- motivated and able to complete job assignments without direct supervision.  After hour work may be required.  May make site or home visits when needed and appropriate.  Work surfaces will vary from concrete to grass to hard wood floors.
WORK SCHEDULE:


Hours Per Day/Salary:  
Activities, Game Schedules and Hours to be established annually by the Athletic Director/Activity Coordinator and/or Principal.

Salary to be established by the Board on an annual basis, through the adoption of the salary schedules.

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of adopted board policies.
This job description for Assistant Coach is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Assistant Coach.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Head Coach

Approved by:_________________________________ DATE:______________

Athletic Director
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