
 
 
 
Position: Program Administrator (Working Title): Athletic Director 
 
Organization: Boys & Girls Clubs of Central Georgia (BGCCG) 
 
Location: Macon, Georgia 
 
Salary: $34,000 Annually 
 
Normal Work Schedule: Flexible with high levels of evenings and weekends. 
 
Note: This opportunity is a two-year grant funded position from August 2020 – July 2022. Employment beyond 
the grant termination date is contingent upon addition funding.  

 
PRIMARY FUNCTION: 
Under the guidance of the Regional Operations Director, the Athletic Director is responsible for overseeing the 
delivery of a broad range of athletic, recreational, healthy lifestyles programs through the Boys & Girls Clubs of 
Central Georgia. The Athletic Director is responsible for the agency-wide development, planning, 
implementation and supervision of program staff and volunteers for programs such as basketball, baseball, 
soccer, lacrosse, golf, volleyball, football, tennis, track & field, etc.  
  
PRIMARY RESPONSIBILITIES AND ACTIVITIES: (not all-inclusive) 
 
Staff/Volunteer Development: 

1. Recruiting, training, developing, scheduling and managing a high performing volunteer base focused on 
providing exceptional coaching for youth. 

2. Developing strategies to provide support and motivation to volunteers for the achievement of goals and 
retention. 

3. Responsible for documenting coaches’ meetings/development and trainings. 
4. Ensuring all volunteers have background checks. 

 
Program Operations: 

1. Oversees the agency-wide implementation of all Healthy Lifestyles programs including but not limited 
to: Triple Play (Mind, Body, & Soul), Wanna Play, Jr. NBA and RBI (softball and baseball). 

2. Develops and implements 4 – 5 agency-wide organized sports leagues annually. 
3. Designs and implements sports camps each calendar year. 
4. Conducts assessments (BMI, Triple Play Tests, etc.) as required. 
5. Works with program partners to provide increased access to healthy lifestyles and sports, fitness, & 

recreation, involving the 5 key elements of positive Youth Development into all programs and activities. 
6. Effectively communicating the mission, vision and values of BGCCG. 
7. Ensuring all programs comply with BGCCG standards and methods of operation. 
8. Integrating member-service and engagement strategies into all programs to ensure positive member 

recruitment and retention. 
9. Building and expanding program enrollment and participation. 
10. Managing registration process for all sport seasons. 
11. Organizing and training coaches for the formation of teams and leagues. 



12. Monitoring and evaluating delivery and effectiveness of programs and volunteers for the highest 
possible level of quality. 

13. Scheduling, communicating and observing all sport practices. 
14. Recruiting, training and scheduling all sports officials. 
15. Preparing for, attending and managing all game days, staff and volunteers. 
16. Organizing team photos and end of season awards. 
17. Being visible to staff and members. 
18. Responding to all member and community inquiries and concerns within 24 hours. 
19. Communicating program information, changes and needs in a timely manner to supervisor and Club 

staff. 
20. Providing written and verbal communication to all team parents and coaches for clear understanding of 

BGCCG policies. 
 
Fiscal Management: 

1. Developing, monitoring and meeting or exceeding budget targets. 
2. Producing effective and efficient staff schedules within set payroll budget parameters. 

 
Financial Development: 

1. Providing leadership for assigned aspects of special events and other fund development to ensure 
fundraising goals are met. 

2. Design and promote program sponsorship packets 
3. Solicit and secure corporate/ business sponsorships to support financial needs of the program. 

 
Facilities: 

1. Securing, scheduling and preparing athletic fields and facilities for practice and games. 
2. Day-to-day management, supervision and utilization scheduling for the Cal Ripken Sr. Foundation 

Youth Development Athletic Field, a $1.7M synthetic sports field for multiple outdoor sports use. 
3. Transporting and setting-up equipment for games and practices at all sites. 
4. Maintaining complete familiarity with all risk management procedures and policies. 
5. Maintaining program area and equipment in an orderly, clean and safe condition; reporting any 

irregularities to supervisor. 
6. Keeping an up to date inventory on all equipment, materials and supplies. 

 
Other: 

1. Serving as a member of BGCCG’s management team performing specific duties which support the 
overall success of branch operations. 

2. Communicating information promptly to all Club leadership and departmental staff. 
3. Attending applicable training and conferences to further professional development. 

 
All other duties as assigned. 
 

Qualifications 
 
POSITION REQUIREMENTS: (not all inclusive) 

1. Four-year degree in athletic management, recreation, physical education or related field from an 
accredited college or university. 

2. A minimum of two-years work experience in a Boys & Girls Club or similar organization planning and 
supervising activities based on the developmental needs of youth. 

3. Strong communication skills, both verbal and written. 
4. Demonstrated organizational, staff and project management abilities. 
5. Ability to implement knowledge of youth development. 
6. Ability to deal effectively and professionally with the general public, other staff, supervisors and 

members. 
7. Position requires physical ability to supervise and actively interact with youth. 
8. Certified in CPR and First Aid. 
9. Basic knowledge of technology. 



10. Work a schedule that reflects the needs of the program; including evenings and weekends. 
11. Professionalism in dealing with varied situations. 
12. Valid State Driver’s License. 
13. Must pass pre-employment background check and drug test. 
14. Obtain strong Work Ethic, Positive Attitude, High Level of Energy and Flexibility. 
15. Required to stand, walk, and sit. Able to use hands and fingers. 
16. Occasionally lift and/or move up to 40. 
17. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral 

vision, and depth perception. 
18. The noise level in the work environment is high due to work is conducted in a Club for children, inside 

and outside setting. 
19. Expected to lift, carry and manage equipment and supplies and participate in and train others in the 

rules of sport. 
20. Perform Safety-sensitive culture requiring a constant state of alertness. 
21. Participating in and leading strenuous physical activities, both indoors and out. 

 

Relationships: 
• Internal: Maintains close, daily contact with Club Staff (Professional and Volunteer) and supervisor to 

receive/provide information, discuss issues, explain guidelines/instructions; instruct and advise/counsel 

• External: Maintains contact with members, families and the general public to give and obtain 
information, either in response to inquiries or as instructed by supervisor. 

 
 
TO APPLY: email your resume and cover letter to info@bgccg.org . Also, indicate the position you are 
applying for in the subject line. Principal applicants only, no recruiters; no phone calls or walk-ins accepted. 
This position is based in Macon, Georgia. The Boys & Girls Clubs of Central Georgia is an Equal Opportunity 
Employer.  
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