
 
 

SHANGHAI AMERICAN SCHOOL 
ROLE DESCRIPTION 

 

TITLE:  ATHLETIC/ACTIVITIES DIRECTOR, PUXI 
SALARY SCALE:  TEACHER SALARY SCALE + PREMIUM 
CONTRACT:   191 DAYS 

POSITION SUMMARY: 

The primary responsibility of the Athletic/Activities Director shall be to provide leadership, supervision, and 
oversight for the Shanghai American School sports program and extra-curricular athletics and activities on 
the Puxi Campus. The Athletic/Activities Director will work directly with team coaches and club advisors to 
ensure student safety/well-being and quality learning experiences in sports and activities. The 
Athletic/Activities Director will play a key role in ensuring School Facilities Use policies are adhered to and 
that school facilities and resources are appropriately scheduled and safeguarded.  

SUPERVISED, EVALUATED BY & REPORTS TO: 

Deputy Head of School, Puxi Campus 

 
QUALIFICATIONS: 

➢ Bachelor’s Degree in recreation, education or related field required; Master’s degree preferred. 
➢ Demonstrated success as a classroom teacher with a solid knowledge and experience based in 

activities and sports program administration. 
➢ Demonstrated commitment to the important role played by sports and activities participation in 

preparing students for college and career. 
➢ A demonstrated ability and willingness to work cooperatively and pro-actively with coaches, 

students/scholar-athletes, parents, school leaders, faculty, and community members to ensure 
program quality consistent with the Mission and beliefs of Shanghai American School. 

 
PARTIAL LISTING OF DUTIES & RESPONSIBILITIES: 
 

➢ Expect and ensure that all sports programs adhere to the principles of sportsmanship and 
scholarship. 

➢ Assist the school and campus leaders in the evaluation and the strategic improvement of the Puxi 
Athletic, Co-Curricular, and Activities Programs. 

➢ Organize, supervise, and oversee all Puxi Campus after-school activities programs. 
➢ Mentor, coach, and evaluate individual coaches and conduct program evaluations on an annual 

basis. 
➢ Serve as liaison between SAS and other schools in the coordination of team/sports and academic 

related activities and events. 
➢ Coordinate and provide oversight of affiliation athletic and non-athletic competitions and events, to 

include: Asia Pacific Activities Conference (APAC), China International School Sports Association 
(CISSA) program, Shanghai Interschool Athletic Conference (SISAC) Program, etc. 

➢ Coordinate the creation of the annual schoolwide master calendar, including the sports and activity 
calendar for the Puxi campus. 

➢ Generate regular reports related to the activities and sports programs, including student 
participation statistics and expenditures. 

➢ Coordinate the budget related to purchase requests for supplies, equipment, and materials to 
support sports and co-curriculum programs. 



 
➢ Oversee the scheduling and coordination of practice sessions and competitions. 
➢ Oversee the scheduling and coordination of facilities/facility usage. 
➢ Ensure that all athletic trips and activities are adequately planned and chaperoned. 
➢ Ensure proper maintenance of team equipment and maintain an inventory of team uniforms, 

supplies, and equipment. 
 

SAS 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 or SAS 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. 
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