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FLSA STATUS: 
Exempt 
POSITION RATING:   
941 
CLASS SUMMARY:   
The Activities Director is responsible for leading and supervising the student activities program in 
compliance with applicable rules and regulations.   

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
1. Supervises employees to include: prioritizing and assigning work; conducting 

performance evaluations; ensuring staff is trained; and making hiring, termination and 
disciplinary recommendations which may be subject to School Board approval. 
 

Daily 
20% 

2. Supervises and administers the activity program. Daily 
20% 

 
3. Schedules and coordinates activities and events. Weekly 

10% 
 

4. Monitors students and their associated activities during the school day and at school-
sponsored events. 

Weekly 
10% 

 
5. Prepares budget for activities program, which includes allocating resources and 

approving expenditures; maintains accurate accounting of expenditures and receipts. 
Weekly 

5% 
 

6. Coordinates publicity and communication for the activities program, including serving 
as a resource for booster groups and the media. 

Monthly 
5% 

 
7. Participates in a variety of meetings to receive and/or communicate a variety of 

information as well as speak on behalf of the school district with regard to the activities 
program. 
 

Monthly 
5% 

8. 
 

 

Oversees and administers the Watertown-Mayer Hall-of-Fame selection process and 
awards program. 
 

Annually 
5% 

 
9. Performs other duties of a similar nature or level. As Required 
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TRAINING AND EXPERIENCE (positions in this class typically require): 
 Bachelor’s Degree in Education or a related field and a minimum of 3 years teaching experience; or, 
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above.   
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 None 
 
KNOWLEDGE (position requirements at entry): 
 Leadership principles and practices; 
 Instructional delivery methods; 
 Budgeting principles and practices; 
 Policy and political influences; 
 Resource allocation methods; 
 Data collection methods; 
 Educational administration principles and practices; 
 Applicable local, state and federal laws, rules, and regulations; 
 Educational issues; 
 Methods utilized to increase parental involvement. 
 
SKILLS (position requirements at entry): 
 Administering procedures; 
 Participating in the development of site budget; 
 Operating a computer and using applicable software applications; 
 Modeling appropriate behaviors; 
 Maintaining confidentiality; 
 Mediating and resolving conflict; 
 Interpreting and applying local, state and federal laws, rules and regulations; 
 Collecting, interpreting, and analyzing various forms of data; 
 Facilitating the implementation of building initiatives; 
 Composing a variety of written documentation; 
 Coordinating the delivery of instruction in accordance with best practices; 
 Administering acceptable procedures related to the management of student behavior; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  reaching, standing, walking, lifting, fingering, talking, hearing, 

seeing and repetitive motions. 
 Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force 

frequently, and/or up to 10 pounds of force constantly to move objects. 
 

 
 
 
 



Watertown-Mayer ISD #111, MN 
CLASS SPECIFICATION 

 
CLASS SPECIFICATION TITLE:  Activities Director 

 
 

   
                                                                                     3   
 

NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 


