
Job Title: Athletic Director

Supervisor: Secondary Principal and Education Director

Positions to be Supervised: MCCS Athletic Coaching Staff and Support Staff

Job Classification: Exempt

Job Summary: Mount Calvary Christian School of Elizabethtown, PA has an opening for a full-time Athletic
Director beginning July 1, 2021. Salary is commensurate with experience. Health and other benefits are
available with this position. This position is renewable each year. Email resumes to
info@mcchristianschool.com.

The Athletic Director will be the primary administrator responsible for the total operation of the athletic
program at Mount Calvary Christian School. The chosen candidate will need to fit into a school culture that
believes strongly in the value of athletics as an extension of the classroom, and has developed a robust athletic
program. This individual will be the point of contact for parents of students supervision of the school’s coaching
staff. This position will also require the successful candidate to teach up to two periods per day.

Spiritual Qualifications: The candidate must possess a strong Christian philosophy of athletics and be in
agreement with the published doctrinal statement of Mount Calvary Church. We desire that all staff be born
again Christians who possess clear Christian testimony and evidence of spiritual maturity and servanthood.
Although this individual will not be functioning in a pastoral capacity, we desire that employees aspire to the
highest levels of character (1 Timothy 3:2-12; Titus 1:6-9; Matthew 20:26-27 and Mark 9:35).

Positional Requirements: The Athletic Director must be supportive of the school’s purpose, mission, vision
and policies as well as demonstrate a track record of growth or exemplary success/tenure in education and
leadership. This position requires work day flexibility and adaptation depending upon the varying needs of the
athletic program. The successful candidate will develop a team approach to meeting the needs of the
department, and will be an important contributor to the maximization of school facility resource scheduling.

Educational Requirements: The Athletic Director will have a Bachelor’s Degree, preferably in Education or
Athletic Administration. It is desired but not required for the Athletic Director to possess a teaching certificate
in the State of Pennsylvania (or from another state if relocating). It is expected that the chosen candidate will
either have obtained or be working toward Athletic Director Certification from the Association of Christian
Schools International (ACSI). NFHS Coaching Certification preferred. First Aid/CPR Certification required
within three months of hire. Prior experience in athletic administration is preferred. Transferable credentialing
and experience in higher education or in another educationally related field will be considered.

Working Conditions & Physical Requirements: The physical demands described here are representative of
those that must be met by an employee to successfully perform the essential functions of this job. Reasonable
accommodation may be made to enable individuals with disabilities to perform essential functions. Must have
the ability to stand or sit for extended periods of time; exhibit manual dexterity to type, dial a telephone, and
read printed material with or without vision aids; hear and understand speech at normal levels, speak in audible
tones so that others may understand clearly, hear and understand speech in loud environments like a sporting
event; physical ability to lift up to 30 pounds to shoulder height and 50 pounds to waist height; physically able
to operate a motor vehicle; and to bend, to stoop, to sit on the floor, to climb stairs, to walk and to reach
overhead.
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ESSENTIAL DUTIES: (This list of duties represents a thematic summary of the duties of this position.)
● Scheduling - This position is responsible for the scheduling of school facilities to ensure access to

facilities by all stakeholders within the ministries of Mount Calvary Church. Additionally, this position
schedules all matters related to successful athletic operations.

● Compliance with national, state, league and school bylaws and procedures related to the administration
of the athletic department.

● Athletic staff development and supervision including the securing of necessary game workers for the
successful staffing of school athletic events. This includes maintaining relationships with officials,
assignors, league, district, and PIAA staff.

● Athletic budget development and maintenance
● Promoting and ensuring that the athletic facilities at MCCS are in the best condition possible at all times.
● Maintaining a historical record of past athletic events, records, and accomplishments
● Create and promote a positive image of the Athletic Department through various communication

channels
● Establish, enforce and annually update the Athletic Handbook with input and cooperation from all head

coaches. This handbook should serve as a code of conduct for players and coaches.
● Establish, enforce and annually update the Athletic Training standard operating manual, Emergency

Action Plan, Coaching Job Description and Handbook
● Work with the MCCS Athletic Boosters in raising funds for the Athletic Department.
● Read, enforce, and comply with school policies and procedures as set forth in the following documents:

○ Instructional Staff Handbook
○ Course Selection Guide for High School
○ Emergency Operations Manual
○ Athletic Handbook
○ Policy Manual
○ Other documents as appropriate

Application Process: Interested candidates should send a cover letter and résumé to Megan Jordan, Mount
Calvary Christian School, 629 Holly Street, Elizabethtown, PA 17022. Electronic and scanned materials can be
sent to: info@mcchristianschool.com. Candidates should not complete an application until requested to do so.
Please send materials by May 28, 2021. Positions are opened until filled. Mount Calvary Christian School is
certified by the Association of Christian Schools International and the Middle States Association of Colleges
and Schools Committee of Institution-Wide Accreditation. If you need information or want to discuss the
position, please simply call the school: (717) 367-1649. Our school is located in beautiful Lancaster County,
Pennsylvania and is only 15 minutes from Harrisburg.

Work Environment: This job description in no way states or implies that these are the only duties to be
performed by this employee. The employee will be required to follow any other instructions and to perform any
other related duties as assigned by the supervisor or Superintendent.

Mount Calvary Christian School reserves the right to update, revise or change this job description and related
duties at any time.




