
JOB DESCRIPTION
POSITION TITLE

Director of Intramurals and Club Sports




REPORTS TO:

Director of Recreation

PRIMARY FUNCTION: 
The Director of Intramurals and Club Sports will direct, organize, supervise and evaluate all aspects of both the intramural and club sport programs for students, faculty and staff.  

AREAS OF RESPONSIBILITY:

Intramural Director:
1) Direct, organize, supervise and evaluate all intramural programs.

2) Performs required duties as the building supervisor, including site supervision, securing and closing. 

3) Manage the intramural budget; authorize intramural equipment purchases and repairs.  

a) Design and purchase championship T-shirt awards.

4) Create and maintain intramural manual of operations.

5) Promote intramural programs through marketing and advertising.

6) Coordinate and schedule intramural programs in Recreation Exercise Science Athletic (RESA) facilities and fields using Resource 25 online scheduling program.

a) Cooperate with Offices of Student Activities and Residence Life to maximize the use of campus facilities.

7) Provide significant and high-quality opportunities in a variety of indoor and outdoor intramural activities to satisfy the diverse needs of residential students, faculty and staff. This may include team and individual/dual sport activities/tournaments/leagues including fitness challenges for students and faculty/staff.  Activities should also include Extramural programming both regionally and nationally and the Ole Sprint Triathlon.

8) Maintain records relative to participation and equipment inventory.

9) Develop and maintain web site for online registration of events, leagues, etc.

10) Assist when necessary with campus clubs and organizations, student activities and other student services.

11) Attend and supervise intramural events. Referee when necessary.

12) Be an active member of NIRSA.

13) Serve on Wellness Coordinating Team and facility scheduling advisory committee.

14) Perform other duties as assigned.

Club Sports Coordinator:

1) Direct, organize, supervise and evaluate all club sports programs.

2) Meet regularly with team captains.

3) Advise clubs on travel, liability, practice, competition, state and national competition.

4) Create and maintain club sport manual of operations including yearly statistics.

General Duties:

1) Assist in the development and implementation of risk management policies and procedures.

2) Work in cooperation with RESA department and other areas of campus such as student activities and student government to maximize the use of campus facilities.

SUPERVISORY RESPONSIBILITIES: 
Supervision, training and evaluation of intramural student staff – supervisors, referees, office staff, etc. - Conduct comprehensive official's clinics.

CONTACTS:
St. Olaf Community; Northfield Community; vendors, visiting teams and coaching staffs; special event people.
EDUCATION: 
Essential:
A Master’s degree in Recreation, Sport Administration, Exercise Science or related field and First Aid and CPR certification 


Desirable:
First Aid and CPR instructor-certification 

EXPERIENCE:
Essential:
Previous supervisory experience in a sports/recreation setting or relevant management experience.

Desirable:
Experience in higher education

KNOWLEDGE, SKILLS, ABILITIES:
· Excellent verbal and written communications skills, 

· Highly organized with knowledge of programming and administering intramurals and club sports necessary.  

· Knowledge of Microsoft word, excel spreadsheets and scheduling software and website management preferred. 

· The successful candidate will be a team- player, and will have a commitment to the goals of liberal arts higher education and specifically the mission of St. Olaf College

PHYSICAL DEMANDS:
Relative to nature of position

WORKING ENVIRONMENT:
Position very interactive; little time in office setting.
WORK SCHEDULE:
FTE:
0.75 FTE



Term:
Annually, September 1 – June 1 
Shift: 
Maintain a work schedule of afternoon and evenings from Sunday through Thursday with occasional weekend activities.

APPROVAL:                                                Judy Stromayer
DATE:




March  2013
