
Position/Title Athletic Department Administrative Assistant
80% - 100% position

Department Athletic Department

Reports To Athletic Director

Overall
Responsibility The Administrative Assistant is primarily responsible for all administrative support in the

Athletics Department and collaborates with the Athletic Director to build positive relationships
with coaches, parents and officials.

Must believe in and follow the Edgewood Mission Statement and the Sinsinawa Dominican
values of Truth, Compassion, Justice, Partnership, and Community.

Be a strong, positive advocate and ambassador of the Edgewood High School Community.

Key Tasks and
Responsibilities

♦ Manage complex scheduling/rescheduling of all fields, courts and buses for athletic
events.

♦ Manage Athletics-related social media including keeping calendars, messages and
website current and updated.

♦ Manage Athletics-related Google calendars.

♦ Hire all needed officials.

♦ Send contracts for all athletic facilities.
♦ Manage all coaching paperwork, background checks, Virtus training, coaches training,

contracts, handbooks and communications between coaches and the school.
♦ Assist coaches with their budgets and chargebacks.
♦ Create and implement a plan to engage to reach more EHS alumni.
♦ Enter all games on R-School and review schedule for conflicts.  Send out all game

contracts.
♦ Oversee Athletics Department fundraising procedures and record keeping for the

poinsettia sale, athletic raffle, EAA golf outing, parochial school tournament and
summer camps.

♦ Involvement with sports night banquets – organizing, preparing awards and
communication, set up/clean up.

.

♦ Advertise for the summer camps and tournaments. Process registration forms and fees
for all Athletic events.

♦ Prepare post-season WIAA financial statements.

♦ Maintain student-athlete physical records.
♦ Reconcile all incoming money to the Athletic Department.

♦ Ongoing communication with the WIAA, Badger Conference schools, schools outside
the Badger Conference, parents, and faculty/staff.

♦ Provide support for EAA Board meetings including responsibility for minutes and
ongoing communication with members.

♦ Attend and take minutes at E Club meetings.
♦ WIAA State Tournament Assistant duties, planning, paperwork preparation with AD.



♦ General clerical duties include, but are not limited to Google Docs, correspondence,
surveys, filing, answering phones, mailings, ordering supplies, operation of office
equipment, and organization.

♦ Assist the Athletic Department as needed.

Skills, Knowledge
and Abilities

♦ Excellent oral and written communication skills.

♦ Ability to maintain confidentiality and independent judgement.

♦ Excellent organizational and computer skills.  Knowledge of Google Docs, Microsoft
Word, Excel, Access, Publisher.

♦ Proficient in grammar/punctuation and proofreading.
♦ Ability to work under tight deadlines and needed and at non-traditional times, such as

evenings and weekends, to meet department needs.

♦ Good interpersonal skills to deal effectively with staff, students and parents in a
pleasant, professional and confidential manner.

Qualifications/
Experience

♦ Previous administrative and organizational experience preferred.
♦ Previous experience in an athletic educational environment preferred.
♦ Knowledge of R-School and PowerSchool software a plus.

♦ Competent use of Microsoft Office applications.

Edgewood High School is an Equal Opportunity Employer.

Edgewood High School Mission Statement

Edgewood, a Catholic high school, educates the whole student for a life of learning, service and
responsibility through a rigorous academic curriculum that embrace the Sinsinawa Dominican

values of Truth, Compassion, Justice, Community and Partnership.
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