
JOB DESCRIPTION
POSITION TITLE: 
RPEA Department Assistant/Compliance Manager
REPORTS TO:

Athletic Director

PRIMARY FUNCTION: 
Key contact person for athletic compliance data and records. Provide general coordination and management of the Recreation, Physical Education and Athletics Departments

AREAS OF RESPONSIBILITY:

1.
Compliance Data and Records Management:  


(
Contact Person for the NCAA, MIAC and St. Olaf Athletic Compliance.

(
Oversee Athletic Department (administration, coaches and athletes) compliance data and records with NCAA / MIAC/ St. Olaf policies.

(
Conduct 27 compliance meetings a year with individual teams informing them on NCAA/MIAC /St. Olaf College policies and eligibility requirements (approx. 700 athletes).

(
Monitor student-athlete transcripts/credits to conform to NCAA/MIAC/ St. Olaf College policies (approx. 700 athletes)

(
Review transfer student-athlete’s eligibility information and transcripts from previous institution.

2.
Budget Management:

· Assist in overseeing budgets for RPEA (27 sports, Physical Education, Campus Recreation and all camp/clinic budgets).

· Gatekeeper for the purchase cards (40+ cards).

· Submit monthly expense reports from coach/team travel.

· Review invoices for payment and make deposits / transfers to budgets.

3. 
Project Coordinator: 

· Assist Assistant Athletic Director with coordination of  MIAC/NCAA events hosted by St. Olaf College, annual golf event and Hall of Fame.

4. 
Reporting:

· Submit financial reports to outside agencies (NCAA and Dept. of Education).

· Submit four Eligibility reports to the MIAC every year (October/December/February/March)

5. 
Department Administration:

· Prepare faculty appointment forms for the assistant coaches for the Dean’s Office.

· Train new Head/Assistant Coaches on office policies and procedures.

· Administer RPEA passes and enforce building policies.

· Arrange bus travel for the academic year.  Work with bus companies to get competitive bids on trips.

SUPERVISORY RESPONSIBILITIES:


Oversee student workers in Athletic Office. Supervise workers for special events (M.I.A.C / NCAA hosting events)
CONTACTS:  
Primary contacts are the Athletic Director, coaches and staff.  Other contacts are assistant Provost (for budget issues), M.I.A.C Executive Directory and NCAA (compliance/eligibility). Contact with Dept. of Education (yearly financial report) and other colleges and universities (transfer students).

EDUCATION: 
Essential:
Bachelor’s Degree

Desirable:
Degree in related field of study.

EXPERIENCE:
Essential:
2 – 3 years experience working in a college, university, or academic setting.


Desirable:
Previous experience working in an athletic office with compliance reporting and athletic budgets.

KNOWLEDGE, SKILLS, ABILITIES: 

· Familiarity with NCAA/MIAC policies.


· Knowledge of and commitment to upholding federal confidentiality guidelines regarding student privacy. Ability to maintain confidentiality of academic information

· Proficient on Excel and application of budgets on spreadsheets, basic understanding of database management.

· Proficient on Filemaker Pro and Microsoft Word.

· Ability to work independently with little or no supervision.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:

Office environment.

WORK SCHEDULE:


FTE:
1.0 







Term:
12 months


Shift: 
Campus office hours with occasional evenings and weekends required during events.

APPROVAL:                                                
Matt McDonald/Janice Manning
DATE:




November 2005

