
 
 

 

 
 

AISZ ACTIVITIES AND ATHLETIC DIRECTOR 
(80% ACAD; 20% teaching) 

 
JOB DESCRIPTION 

 
 
The AISZ Activities and Athletics Director is responsible for the general coordination of activities and events listed 
below. Other activities may occur during the school year, which upon the recommendation or approval of the 
Director, may be considered to be further responsibilities of this position. 
 
The Activities and Athletic Director directly reports to the Director of AISZ. Role performance is reviewed annually. 

 
● P.E. Department 

 
1. Organizes the P.E. classes. 
2. Monitors the P.E. teachers. 
3. Responsible for the curriculum. 
4. Responsible for the P.E. equipment and fitness room 
5. Work with procurement/facilities assistant for scheduling of facilities and transportation. 

 
● After-School Activities   

 
The AC/AD will solicit activities offered by the staff members. These will be communicated in a timely way so that 
as wide a selection as possible will be offered to students. 

1. Management and Supervision of Activity Leaders 
2. Provide communication and feedback to Activity Leaders.  
3.  Provide a survey of interest at the beginning of the school year for the students. 
4. Promote and provide information to the school community through the School to Home 

Newsletter. 
 
● Enrichment Trips/CEESA Trips 

 
1. Monitor and select appropriate destinations for student travel and participation. 
2. Provision of information, details on time, lodging, and location.  
3. Work with elementary, middle and high school teachers/principal on the organization of trips. 
4. Collect and provide appropriate application materials. 
5. Work with Business Office assistant for arrangement of travel reservations. 
6. Identify and prepare AISZ advisors and chaperones for trip. 
7. Ensure that advisors and chaperones communicate to parents (information packet, permission slips, 

medical reports, parent meeting).  
8. Meet with AISZ advisors and chaperones for pre and post trip briefing. 

 
● Hosting Events 

 
Serve as overall site administrator for all teams, coaches, chaperones, host parents throughout the duration of the 
event. 

1. Select committee for each event and divide assignments amongst members. 
2. Send out participation invitations to schools within CEESA. 
3. Promote and schedule host family housing for all visiting students. 
4. Provide information and guidelines to host families. 
5. Provide materials and information for all visiting schools. 



 
 

 

6. Plan and implement appropriate cultural and recreational opportunities for all student participants and 
advisors/chaperones. 

7. Schedule lodging facilities for all advisors/chaperones. 
8. Work with procurement/facilities assistant for provision and scheduling of facilities and transportation. 

 
 
 
 
● Field Trips  

1. Provision of information, details on time and location as a resources to assist teachers and the Business 
Office Assistant.  

 
● Finances 

1. Recommend items and amounts of expenditure to Director. 
2. Communicate with Business Office on student and advisor/chaperone payment of trip fees. 
3. Work with Business Office to develop a yearly budget for Activities and Athletic Department. 

 
 
● Representative for CEESA  

 
The Activities and Athletic Director serves as a liaison between the school and CEESA in planning and 
coordinating events involving AISZ students. 
 
A. Meet with other International School Activities and Athletic Directors from CEESA to complete the following 

tasks: 
1. Plan activities/athletic year calendar. 
2. Evaluate, monitor and develop appropriate rules and guidelines for events. 
3. Evaluate, monitor and develop appropriate rules and guidelines for student/advisor travel. 
4. Evaluate, monitor and develop appropriate rules and guidelines for host family participation. 
5. Evaluate, monitor and develop appropriate rules and guidelines for student behavior. 

 
B. Promotion of CEESA events. 

1. Distribution of CEESA information among the faculty and students. 
2. Ensure that there is communication between the school and CEESA office. 
3. Work with Business Office Assistant for arrangement of travel and lodging reservations for CEESA 

Conference. 
4. Provide CEESA office with short newsletter articles from faculty (news of interest, marriage & birth 

announcements, special events, etc.). 
 

 

AISZ BELIEVES: 

● That each Employee makes a significant contribution to our success  
● That contribution should not be limited to the assigned responsibilities 

Therefore, this position description is designed to outline primary duties, qualifications and job scope, but not limit 
the employee not the AISZ to only the work identified.  It is the expectation of the School that each employee will 
offer his/her services wherever and whenever necessary to ensure the success of our organization. 

 

 


