
Job Description   

Job Classification: Classified 

Position Title: Assistant Manager – Activities Director 

Position Assignment: Assistant Manager 

Work Calendar: Executive  

Exempt/Non-Exempt Designation: Exempt 

Pay Schedule: Executive Salary Schedule 

Pay Type: Salary 

Pay Method: Bi-monthly 

Benefit Structure: $15,000 Total Employer Contribution 

Reports To: CEO, Chief Exeutive Officer 

Job Purpose: 
The purpose of this position is to work with the student government to create and execute all of the onsite activities for the 

campus.  This position is also responsible for managing all of the on-site team accounts.  
Duties:   

 Staff and manage the operation of all home activities and events. Staffing includes: support 
personnel, security, and custodial support.  

 Create with the class at least one after school activity each month to drive spirit. 

 Create with the class at least one during school activity each month to drive spirit. 

 Create with the class at least one awards based activity (academic and arts) each month to drive 
spirit. 

 Create a school assembly every year using the class that describes how to earn a letter on 
campus.  This should happen in the fall (September / October) 

 Create a school assembly every year using the class that describes how a student can get 
involved in things on campus.  This should happen prior to team rush in the spring. 

 Establish and maintain crowd control procedures for all events to ensure proper enjoyment and 
safety of all spectators and participants.  

 Administer/implement high school graduation planning.  

 Submit paperwork for events including: schedules, payments, police, and officials, gate receipts, 
ticket inventory and control sheets, and budgets.  

 Secure transportation for all school activities and prepare necessary paperwork.  

 Coordinate logistics for all special events for room preparations.  

 Administer/implement team advisor meetings and trainings.  

 Schedule and maintain team and student store documents/records.  

 Maintain correspondence with students, faculty/staff, parents and community.  

 Organize and implement recognition programs and assemblies for the student body and 
faculty/staff at least quarterly. 

 Maintain records and files for all organizations sanctioned by the school; conduct reviews and 
evaluations on a periodic basis.  

 Supervise election/selection process for the Student Cooperative Association and grade level 
officers. COORDINATE a non biased election counting committee of no less than three people 
that are not directly associated with ASB. 

 Organize and evaluate student leadership programs. Supervise the eligibility of students for 
elected office.  

 Serve as a liaison for the Parent and Booster groups.  Meet with Parent group at least monthly 
after school.  

 Provide in-service training for activity advisers and sponsors.  

 Orient new teachers to the student activities program.  



Job Description   

  Coordinate logistical aspects of planned events by school administration.  

 Maintain master event calendar for school and community use.  

 Coordinate student events including but not limited to: dances, fundraisers, concessions, 
yearbook ordering and distribution, pictures, etc.  

 Assist in development of student handbook/planners.  

 Assist in organizing and distributing pictures for classes, clubs, athletics, music, faculty and 
teacher of the year.  

 Assist in the processing of all contracts between student organizations and organizations outside 
the school.  

 Coordinate the use of school bulletin boards and show cases.  

 Act as Administrator on duty in rotation. 

 Maintain involvement with local, state and national professional organizations.  

 Meet with various product vendors for fund raising opportunities 

 Supervise requests for all team projects and fundraisers.  

 Other related duties as assigned. 
Skills/Qualifications: 

 Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly 
with excellent attention to detail  

 Very strong interpersonal skills and the ability to build relationships with stakeholders, including 
staff, board members, external community members 

 Expert level written and verbal communication skills  

 Demonstrated proactive approaches to problem-solving with strong decision-making capability 

 Emotional maturity 

 Highly resourceful team-player, with the ability to also be extremely effective independently 

 Proven ability to handle confidential information with discretion, be adaptable to various 
competing demands, and demonstrate the highest level of customer/client service and response 

 Demonstrate ability to achieve high performance goals and meet deadlines in a fast paced 
environment  

 Forward looking thinker, who actively seeks opportunities and proposes solutions 

 

 

 

 

 

 

 
All job descriptions are meant as a guideline.  Actual job duties can be revised with or without written notification and are subject to 

change. Encore Education Corporation does not and shall not discriminate on the basis of race, color, religion (creed), gender, gender 

identity or expression, age, national origin (ancestry), ethnic group identification, age, mental and physical disability, marital status, sexual 

orientation, or military status, or genetic information in any of its activities or operations. The perception of one or more of such 

characteristics: or association with a person or group with one or more of these actual or perceived characteristics; or association with a 

person or group with one or more of these actual or perceived characteristics. Encore Education Corporation is an equal opportunity 

employer. 

Please attach appropriate salary schedule and work calendar to this job description.  All three documents should be 
given to employee at time of notice of employment with a copy of training schedule and the current adopted 
Employee Handbook.  


