
CHILLICOTHE CITY SCHOOLS 
JOB DESCRIPTION 

 
Position:     Head Coach 
 
Reports to:     Athletic Director 
 
Minimum Qualifications:   Must meet all requirements to obtain and apply  

        for the Pupil Supervisory Certificate  
 

General Duties: 
The head coaches of each sport are responsible for the coordination of all athletic 
activities as they relate to their sport.  They shall supervise the action of all 
coaches, players, and managers involved in the program.  In discharging their 
duties, coaches should always conduct themselves in an exemplary manner. 

 
Specific Performance Duties: 

1. Work directly with athletic director in the purchasing of equipment and 
budget necessities, including those purchases through the Athletic 
Boosters. 

2. Have a good knowledge of athletic injuries and application of first aid 
treatment, through CPR and sports medicine training. 

3. Attend coaches’ clinics to increase knowledge in their particular area. 
4.  Deliver speeches at athletic banquets and civic gatherings. 
5. Assume responsibility for the behavior of players at games. 
6. Conduct coaches’ meetings as well as attending the monthly Athletic 

Advisory Council Meetings. 
7. Submit a complete roster of players to the athletic director by the end of 

the first full week of practice and keep the roster current and accurate. 
8. Be responsible for collecting physical cards, certification of insurance, 

responsibility of participation, emergency medical forms and team rules, 
giving these to the athletic director. 

9. Be responsible for assisting the athletic office with completion of 
eligibility list on players, turning this in to the athletic director as soon as 
possible after the opening practice. 

10. Submit a season-end report to the athletic director within two weeks of 
season completion. 

11. Be responsible for inventory, cleaning, and storing of equipment 
immediately after the close of the season. 

12. Be familiar with local school policies and procedures as well as those of 
the state and national association. 

13. Be responsible for locker room and bus/van supervision before and after 
practices or games. 

14. Make plans for issuing of equipment. 
15. Be in attendance with the team before, during and after all practices and 

games. 



16. Arrange a scouting schedule for assistant coaches. 
17. Prepare a list of award winners for the assistant athletic director. 
18. Explain and enforce the Chillicothe Athletic Code of Conduct. 
19. Work cooperatively with the Athletic Boosters. 
20. Assist the superintendent, principal and athletic director in selection of 

assistants. 
21. Carry out all other duties and responsibilities in their sport that may be 

assigned by the athletic director. 
 

This job description in no manner states or implies these are the only duties and 
responsibilities to be performed by the position incumbent.  The incumbent will be 
required to follow instructions and perform duties required by the incumbent’s 
supervisor, appointed authority, or designee. 
 
______________________________________ _________________________ 
Superintendent of Schools    Date 
 
My signature below signifies that I have received the contents of my job description and 
that I am aware of the requirements of my position. 
 
______________________________________ _________________________ 
Employee’s Signature     Date 
 

 
 

Approved Date: 2/27/06 
 


