
Job Opening for 

ASSISTANT DIRECTOR OF ATHLETICS 

 

These four mission components guide the development of curriculum as 
well as the evolution of the EPS culture.  Founded in 2002, Eastside Prep 
was accredited by NWAIS in January 2010.  Eastside Prep has grown from 
17 students in 2003-2004 to a projected total of 450 for academic year 
2018-2019. EPS is also anticipating the opening of a 90,000-square-foot 
building—housing classrooms, offices, collaborative spaces, underground 
parking, and a new theatre—in September 2018.   
 
Eastside Prep aims to educate our students through athletics, competition, 
and sportsmanship; facilitate and support the work of our coaching and 
training staff; and to promote the School through our programs, teams, and 
accomplishments. 

 
 
Position Summary Eastside Prep seeks a dynamic and experienced Assistant Director of Athletics for the 
2018-19 school year to support all operational facets of the department. The Assistant Director must share 
Eastside Prep’s vision of the role of sports in a private, college preparatory institution and be committed to 
working in a demanding, fast-paced, and fun team environment. This position reports to the Director of Athletics.  
 
 
Primary Responsibilities: In addition to inspiring and motivating students to achieve both academic and athletic 
success and serving as a role model in the athletics program, the Assistant Director has the following primary 
responsibilities: 

 Scheduling: Assist in scheduling and allocating practice times and locations for teams. Create game schedules 
for several assigned teams each season. Assist with coordination of summer camps and open gyms. 

 Communication with faculty: Communicate regularly and effectively with faculty regarding early dismissals 
or any other possible disruptions to their classes. 

 Communication with teams and parents: Communicate regularly and effectively any practice and/or 
game schedule changes that happen throughout the season. Assist Athletic Director with seasonal parent 
meetings. 

 Leadership training: Help provide leadership training to student athletes and collaborate with other faculty 
and staff on school spirit activities led by the ASB. 

 Coordinate game day arrangements: Coordinate any necessary logistics associated with home games, 
field/court set-up, and team travel to away contests. 

 Day-to-day administration: Help oversee distribution, collection, and inventory of uniforms and 
equipment. Help track and manage coaches’ certifications (Sudden Cardiac Arrest, CPR, First Aid, 
Concussion, school bus clearance, safety environment training). Conduct regular check-ins with coaches to 
make sure their needs are met. 

 Athletic rosters: Help maintain rosters and make sure all student athlete paperwork is up to date. 

THE MISSION OF EASTSIDE 
PREPARATORY SCHOOL IS TO 

GUIDE STUDENTS TO: 
 THINK CRITICALLY 
 ACT RESPONSIBLY 
 LEAD COMPASSIONATELY 
 INNOVATE WISELY 



 League affiliations and professional organizations: Attend meetings for league and other associations as 
requested by the Director of Athletics.  

 Sports banquet: Assist with the coordination and planning associated with the end of the year awards 
banquet. 

 Social media: Help oversee all social media outlets for the Athletic Department (Athletics Website, Twitter, 
Instagram, Facebook). 

 
 
Qualifications:  

 Bachelor's degree in relevant subject area or equivalent experience 
 Minimum 5 years of experience working with youth athletic programs 
 Excellent organizational and communication skills (both oral and written) 
 High level of management, planning and coordination skills with a proven ability to multi-task and lead 
 Proficiency in Microsoft Office Suite and Google Docs 
 Proficiency in Social Media Platforms - Facebook, Twitter, Instagram 
 Ability to work in a team and fast-paced environment 
 Ability to work evenings and weekends 

 
If interested, please send a copy of your resume with a cover letter, statement of athletic philosophy, and 
references to jobs@eastsideprep.org. Email subject line should be: EPS Assistant Athletics Director. 
Applications will be accepted until position is filled.  
 


