
 

HIRING AUTHORITY: 

Norfolk Christian School  

POSITION TITLE: 

Assistant Athletic Director 

SUPERVISOR: 

Athletic Director 

RESPONSIBLE TO: 

Student-Athletes, Parents, Norfolk Christian Administration, TCIS, VISAA, CESA  

POSITION SUMMARY: 

A twelve-month position that provides support to the Athletic Director of Norfolk Christian 

Schools in the way of helping to oversee the day-to-day operations of the Norfolk Christian 

athletic department and all those involved. Assist and guide all coaches and student-athletes as 

well as serving as a liaison to the parents, other schools, Upper School Administration and the 

Head of School. 

QUALIFICATIONS: 

Education: Must possess a minimum of a Bachelor’s degree, preferably in Sports 

Administration, Management or related business field. 

Experience: Experience in an athletic setting is preferred, however experience in customer 

service, administrative or organizational positions are acceptable.  

Certificate/License: Must be CPR/AED certified or be willing to be certified shortly after hire; 

Must possess or be willing to obtain Athletic Administrative certifications through the NIAAA. 

https://www.norfolkchristian.org/


Faith: Must provide a Christian testimony, pastoral reference and be attending a local church on 

a regular basis. Your faith plays an integral role in the treatment of our student athletes. 

PHYSICAL DEMANDS AND WORKING CONDITIONS: 

Lifting, bending, walking, kneeling, stretching, and stooping. Requires hand eye coordination 

and manual dexterity. Must handle stressful situations with a positive, professional demeanor. 

Weekend coverage is required during the fall and winter; Spring weekends happen occasionally 

and will be handled on a case by case basis.  

DUTIES: 

Primary Responsibilities: 

1. Support the Athletic Director in their support of the overall school’s mission.  

2. Assume all duties assigned by the Athletic Director. Duties will evolve to fulfill needs 

throughout the year. 

3. Oversees the rental contracting and management for all Norfolk Christian facilities.  

a. Works with the athletic and academic calendars to schedule rentals.   

b. Manage Rental Supervisors that oversee rental events at Norfolk Christian 

facilities 

c. Create and grow relationships with outside organizations that utilize Norfolk 

Christian facilities to promote and uplift Norfolk Christian’s image in the 

community.  

4. Prepare all facility request forms for the City of Norfolk for off campus practice 

locations. Obtain the signature of the Athletic Director and submit to the City of Norfolk. 

a. Submit copies of schedules to appropriate officials organizations, as well as 

necessary schedules to the City of Norfolk for use of off-campus facilities.  

5. Ensure that all fields and facilities are prepared and set up for home games. This includes 

checking with the city to make sure the lines are down at all facilities, setting up gyms 

and turf field for home games, as well as assisting the Cross Country coach in preparing 

Northside Park for the home cross country meet. 

6. Gameday management. A rotating schedule is agreed upon between the Athletic Director 

and both Assistant Athletic Directors.  

7. Responsible for overseeing the operation of the game(s), which include staffing the 

scorer’s table, ensuring the gym is set up properly, supplying and collecting the cash box 

to run the gate, cleaning up the gym at the end of the evening (putting all equipment 

away, taking out the trash, cleaning bleachers) and securing the athletic wing of the 

building.Primary athletics vendor liaison. 

a. Work with vendors to fulfill the Adidas contract  

b. Compile list of needs prior to seasons for coaches to order through approved 

vendors 

c. Create Team Stores with vendor and coaches/team mom’s  

d. Plan major purchases with the athletic department  

8. Organize and plan college signing days for all athletes.  

9. Oversee academic eligibility for all athletes.  

10. Oversee uniform and equipment inventory, distribution and collection for all sports. 

Ensure coaches have the necessary equipment and submit order proposals to the Athletic 

Director for approval.  



11. In charge of the Summer Athletic Department Internship - College Students 

a. Create a weekly work schedule for interns 

b. Track hours of work for hourly pay 

c. Mentor interns in different phases of athletic administration 

d. Complete academic paperwork for intern for completion of the required college 

internship program 

12. In charge of the Athletic Department Internship - High School Students 

a. Create a daily task list for interns during assigned blocks 

b. Log hours of community service for those working athletic events outside of 

school hours 

13. Oversee weekly athletic newsletter 

a. Compile information and compose email 

b. Send to Athletic Director for review 

c. Send out on a timely manner on the same day each week 

14. Manage and collect season previews for paper for each varsity sport 

a. Pilot will email out season previews 

b. Ensure coaches return the previews on time to the paper 

15. Manage Social Media Accounts 

a. Facebook 

b. Instagram 

c. Twitter 

16. Administrative Items  

a. Confirm schedules on website and NCSConnect 

b. Confirm transportation schedule 

c. Confirm officials 

d. Uploading Schedule Information into Pixellot for Volleyball and Basketball 

Home Games 

17. Volunteer Responsibilities 

a. Confirm concessions, gate workers and table workers for each game 

b. ODU Concessions Volunteering 

i. Secure and confirm volunteers for events 

ii. Assign dates to Varsity teams 

iii. Securing volunteer paperwork and submitting to ODU HR 

iv. Submit volunteers to head of Aramark for each event 24 hours prior to 

event 

18. 3-Dimensional Coaching Certification 

i. The Athletic Department at Norfolk Christian utilizes the 3-Dimensional 

coaching model in our interactions with athletes and parents. As the 

Assistant Athletic Director is an integral part of the Athletic Department, 

they will need to complete the online coursework to become a certified 3D 

Coach.  

To apply, follow the link and be sure to submit a cover letter, resume testimony and proof 

of all required certifications. 

 

https://www.norfolkchristian.org/employment-application/

