Town of Hartland
P.O. Box 349

1 Quechee Road
Hartland, VT 05048

Town of Hartland

Athletic Director / Assistant Recreation Director
Job Description

Nature and Scope of Position

The Athletic Director/Assistant Recreation Director is responsible for the coordination, organization, and
administration of all Hartland Elementary School athletic programs. This position serves as the primary point
of contact for school sports and works closely with coaches, officials, families, school personnel, and the
Recreation Director to ensure successful and well-organized athletic opportunities for Hartland students.

The Athletic Director oversees scheduling, staffing, equipment management, facility preparation, and game
operations while promoting a positive and supportive youth sports environment. This position requires
exceptional organizational skills, strong communication abilities, and the flexibility to work primarily during
afternoon and evening hours when practices and games take place.

In addition to athletic program management, the Athletic Director assists with other Recreation Department
programs, events, and responsibilities as needed.

Major Duties and Responsibilities
Athletic Program Administration

e Oversees all Hartland Elementary School athletic programs and activities.

e Coordinates and manages seasonal sports schedules, including practices, games, tournaments,
and special events.

e Serves as the primary liaison between coaches, families, school personnel, officials, and partner
recreation organizations.

e Maintains clear and timely communication regarding schedules, cancellations, updates, and
program information.

e Ensures programs are conducted in a safe, organized, and positive environment that promotes
sportsmanship and youth development.

Coach and Official Coordination
e Recruits, schedules, and supports coaches and referees/officials for all athletic programs.
e Ensures adequate staffing is in place for practices, games, and events.
* Provides coaches with schedules, equipment, field assignments, and program expectations.
e Assists with volunteer recruitment, onboarding, and coordination as needed.

Facilities, Equipment, and Uniform Management
e Coordinates field and facility usage for practices and games.
e Ensures athletic fields, courts, and facilities are prepared and ready for scheduled activities.
e Maintains inventory of uniforms, equipment, and athletic supplies.
e Coordinates uniform distribution, collection, and replacement as needed.
* |dentifies equipment and facility needs and makes purchasing recommendations to the Recreation
Director.



Town of Hartland
P.O. Box 349

1 Quechee Road
Hartland, VT 05048

Scheduling and Operations
e Develops and maintains athletic schedules in coordination with schools, recreation departments,
leagues, and officials.
e Oversees game-day logistics and operational planning.
e Tracks participation numbers and maintains accurate program records.
e Assists with budget tracking related to athletic programming.
* Works proactively to resolve scheduling conflicts and operational challenges.

Recreation Department Support
e Assists with Recreation Department programs, community events, and activities as needed.
e Supports departmental initiatives including youth programming, special events, and town-wide
recreation activities.
* Works collaboratively with the Recreation Director and other staff to meet departmental goals.
e Performs additional duties as assigned to support the overall operation of the Recreation
Department.

General Qualifications

e Strong organizational and time-management skills.

e Excellent communication and interpersonal skills.

¢ Ability to coordinate multiple schedules, programs, and priorities simultaneously.

e Strong attention to detail and problem-solving abilities.

¢ Ability to work effectively with students, families, coaches, volunteers, school staff, and community
partners.

e Demonstrated commitment to positive youth development and community recreation.

* Ability to work independently while maintaining effective communication with supervisors and
stakeholders.

Experience, Education, and Training
e Associate’s or Bachelor’s degree in Sports Management, Recreation Management, Education,
Business Administration, or a related field preferred (or equivalent experience).
e Experience coordinating athletic programs, youth sports leagues, or recreation activities preferred.
e Experience working with volunteers, coaches, and community organizations preferred.
e CPR/First Aid certification required (or ability to obtain).
e Valid driver's license required.

Physical and Scheduling Demands
e Part-time position averaging 25-28 hours per week.
e Preferred work schedule is primarily afternoons and evenings to support practices, games, and
athletic events.
e Occasional weekend hours may be required during sports seasons and special events.
¢ Ability to work outdoors in varying weather conditions.
e Ability to lift and move athletic equipment and supplies (up to 30-50 lbs.).
e Ability to assist with field preparation, event setup, and breakdown when necessary.
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DISCLAIMERS
e Thisjob description is intended to describe the general nature of the position and is not a
comprehensive list of all duties. Responsibilities may change as needed.

EQUAL EMPLOYMENT OPPORTUNITY
The Town of Hartland is an Equal Employment Opportunity employer.



