Desc. 1400-0270

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Athletic Department Secretary

EXEMPT: No

SALARY LEVEL: Per Classified Policy — Classified Clerical
LOCATION: Plymouth High Schooal

REPORTSTO: Athletic Director

LENGTH OF WORK: 7Y% hours/ day — 215 days/ year

ESSENTIAL FUNCTIONS includethefollowing. Other duties may be assigned.

1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

Typeall letterspertaining to athletes.

Help coaches with handbook, typing, college requests, etc.

Help set up team & individual pictures (M cDonald's Studio).

Typeall contractsfor at least 18 sports, consisting of approximately 30 teams.

Typeand send out all officials contractsand athletic contracts.

Check and keep on fileall physical forms, Code of Conduct cardsand Medical Emer gency forms.
Keep recordsof all moniesgoingin and out of Athleticsincluding Accounts Payable and Receivable.
Supply IHSAA with certification of parentsand physiciansformson file.

Keep up-to-daterostersof each sport and send to other schoolsrostersand other information that may
berequested.

Entry blanksfor varioustournaments, entry formsto IHSAA for all state tournaments (sectional,
regional, semi-state, state).

Check digibility on all athletes each six weeks and at the beginning of the sport date.
Schedule buses and does paperwork for all away events.

Presale of ticketsfor all varsity football and basketball games; selling of season ticketsfor football and
basketball.

Send ticket information and other needed gameinformation to each school played.
Handle numerous phone calls (reception ar ea).

Make programsfor almost all sportsbut varsity football and basketball. Help secureinformation that
goesinto football and basketball programs.

Type and send out newsreleases (public relations).
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18. Typing of maintenance requests.

19. When hosting events such asNL C swim meet or sectional track meet or sectional baseball with seeding,
typethisinformation and other paperwork.

20. TypelHSAA reports.

21. Typecertificatesfor awardsprograms. Keep file on each athlete of awardsreceived and letter s earned.
22. Completeinsurance formsfor athletes.

23. In conjunction with Athletic Director:

Officials, hiring and paying

Budget requests (every 3 months) and records

Scheduling of eventsand use of facilities

Secureworkersfor all home eventsand volunteersfor other thingshosted and paying all workers
Makesurethingsareset up for home events.

©P oo o

QUALIFICATION REQUIREMENTS
Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or general education degree (GED); or oneto threemonthsrelated
experience and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES REGISTRATIONS:
Valid statedriver'slicense - operator permit

LANGUAGE XILLS
Ability to read and inter pret documentssuch as safety rules, oper ating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before groups of school employeesor parents.

MATHEMATICAL KILL:
Ability to add, subtract, multiply, and dividein all units of measure, using whole numbers,
common fractions, and decimals. Ability to computerate, ratio, and percent and to draw and
interpret bar graphs.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concrete variablesin situations
whereonly limited standardization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or schedule form.

OTHER SKILLSand ABILITIES:
Must be proficient in the use of computersfor various office applications. Ability to type accurately at a
minimum speed of 50 wor ds per minute. Employee should also be able to use the machines, tools,
equipment, and work aids which may berepresentative, but not all inclusive, of those commonly
associated with thistype of work, i.e., adding machine, duplicating machine, copy machine, calculator,
sorting machines, toals, charts, forms, ledger s, schedules, text books. Employee must maintain a positive
relationship with other staff, parents, and students.
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PHYSICAL DEMANDS

The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, theemployeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with handsand arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
required by thisjob include closevision, distance vision, color vision, peripheral vision, depth
perception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee

encounter swhile performing the essential functionsof thisjob. Reasonable accommodations may be
madeto enableindividualswith disabilitiesto perform the essential functions.

Thenoiselevel in thework environment isusually moderate.

TERMSOF EMPLOYMENT:
215 days per year. Salary and benefitsas per Classified Palicy.

EVALUATION:

An evaluation will be done on the employee's perfor mance after thefirst thirty daysand then on an
annual basis.

Revised 12/8/00
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