
 
Position Description - Unclassified 
 
Purpose of the PD: 
• To record the essential functions of the position 
• To record special requirements 
• To record required knowledge and skills to perform 

the duties of the position 

• To record special working conditions 
• To aid in recruitment and selection 
• To establish Management’s expectations 
• To provide a base for managing performance 

 
Position Status: 
Position Title Position Number 
 E 
Appointment (9mos.  / 12 mos. / Other) Contract Period (from / to) Department / Division 
 -  
Reports to Reports to Position Number 
 E 
Incumbent University ID # 
  

 
Program Information: 
A. Describe the general program in which this position exists. Include program purpose, size, scope and relationship to 

the University’s mission. 
 
 
 
 
 
 
 
 
 
 
 
B. Describe the purpose of this position and how it functions within this program. 

 
 
 
 
 
 
 
 
 
 
 



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

Position Information and Qualifications: 
A. Description of Duties/Responsibilities – List the major duties assigned to the position. Note percentage of time each 

listed duty is performed to total 100%. Indicate “E” = Essential, “R” = Revised 
Percent of Time Duties 
  



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

B. Required Qualifications 
List any certificates, licenses, academic degrees, or experience required to perform the duties of this position. Indicate if a 
combination of education and experience is acceptable. 
 

C. Preferred Qualifications 
Describe preferred education, experience, skills, licenses, certificates, and other qualifications for this position. 
 

D. Knowledge Areas 
List the major areas of knowledge that are required to perform the duties of this position. 
 



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

Budget Authority: 
Indicate the level of the position’s responsibility for the development, control, and monitoring of budget. Indicate the 
size of the budget. Check all that apply. 
 Develops, monitors*, and controls* 

*Monitor means to review and approve expenses; control means to 
authorize budget transfer at the department level 

$ 

 Delegated authority to monitor budget $ 

 Limited approval authority for purchase $ 

 Purchase only with higher level approval $ 

 
Supervisory Authority: 

If this position has the authority to act or effectively recommend action affecting employees in the following areas, check 
all that apply. 
 Hire  Assign Work 

 Transfer  Recommend salary adjustments 

 Discipline  Approve requests (i.e. leave) 

 Dismiss  Respond to complaints/grievances 

 Layoff  Conduct performance assessments 

 Promote  Give Direction 

 
Positions Supervised: 
Type # of Employees Total FTE 

 Teaching faculty   

 Classified staff   

 Unclassified staff    

 Student Employees (average per term)   

 Other (specify)   

 
Decision Making Authority: 
Describe the breadth and scope of decision-making authority and discretion the position has to formulate, implement, 
evaluate, approve and/or modify department and/or university policy, procedures, and/or programs. Describe the type 
of review and/or approval required by a higher level. 
 

 



 
 

 
Western Oregon University reserves the right to change this position description at any time. | Created on / Revised: 

Additional Information: 
List any additional information that would help describe the nature of the position. 
 

 
Acknowledgement: 

Employee Printed Name Employee Signature / Date 
  

Supervisor Printed Name Supervisor Signature / Date 
  

Reviewer (VP / Director) Reviewer Signature / Date 
  

Appointing Authority  Appointing Authority Signature / Date 
  

 

 

HR USE ONLY: 
Received by Date 
  
Position Class # (Ex. UF101) Employee Class  Job Location Appointment Percent 
    

CUPA-HR# / Title NOC Code Category Code SOC Code 
    

Actions Taken 

 NBAPBUD / NBAPOSN 

 NBAJOBS 

 PEAFACT 

 Electronically Filed 

 


	List any certificates licenses academic degrees or experience required to perform the duties of this position Indicate if a combination of education and experience is acceptable: • Master’s Degree• Five years of progressive management experience and leadership of intercollegiate athletics at the director’s level
	Describe preferred education experience skills licenses certificates and other qualifications for this position: • Experience with a capital campaign is preferred. 
	List the major areas of knowledge that are required to perform the duties of this position: • Demonstrated leadership experience in an intercollegiate athletics department.• Demonstrated experience with supervision and evaluation of coaches and athletics staff.• Demonstrated advocacy for student-athletes and  the athletics program on and off campus.• Demonstrated fiscal responsibilities that include preparation and management of operational, financial aid, and personnel budgets of similar size.• Demonstrated commitment to gender equity, diversity, and the enrichment of the student-athlete experience.•  Experience with a broad based Division II (or similar level) athletics program that includes football is preferred.• Demonstrated experience with a successful comprehensive fundraising program that may include a capital campaign.• Experience working with, and presenting to a board and/or chief executive.
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	Describe the breadth and scope of decisionmaking authority and discretion the position has to formulate implement evaluate approve andor modify department andor university policy procedures andor programs Describe the type of review andor approval required by a higher levelRow1: Has the delegated authority, as agreed with the President of the University regarding the formulation, implementation, evaluation, modification and approval of Athletic department policy, procedures, programs and personnel. Additionally, the authority and responsibility to recommend to the President any needed review and/or revision of University policy as it relates to Athletics.
	List any additional information that would help describe the nature of the positionRow1: This position does require long hours and travel.
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	Position Title: Executive Director of Intercollegiate Athletics
	Position Number: 99856
	Appointment: 12 months
	From: 07/01
	To: 06/30
	Department / Division: Intercollegiate Athletics
	Reports to: President
	Reports to Position #: 99642
	Incumbent: TBD
	University ID: 
	A: The Athletic Director oversees the university’s intercollegiate athletic programs. Western Oregon University (WOU) is a member of the Great Northwest Athletic Conference (GNAC) competing in the following team sports: Men’s and Women’s Basketball, Volleyball, Women’s Soccer, Men’s and Women’s Track and Field and Cross Country, Softball, Baseball, and Football. WOU competes in Division II of the NCAA. 
	B: The Executive Director of Intercollegiate Athletics is responsible for managing, directing, and supervising all facets of WOU’s athletics program as a member of the NCAA and GNAC while maintaining a strong tradition of academic excellence among student-athletes. The Executive Director reports directly to the university President and as a senior level administrator, serves as a member of the President’s Staff.
	% of Time: 50% (E)50%
	Required Qualifications: • Plan, lead, and direct the internal operations of the Athletics Department.• Plan, prepare, and manage operational, financial aid, and personnel budgets for the department.• Supervise and evaluate the head coaches  and director-level athletic personnel.• Maintain and promote the positive student-athlete experience, the concept of gender equity and Title IX, and a commitment to diversity within the student-athlete population and athletic department personnel.• Cultivate a culture of rules compliance among student-athletes, coaches, across campus, and our community. • Provide leadership and articulate with coaches, alumni, boosters, and the University Advancement staff on athletic fundraising initiatives as well as seek out ticketing, promotions, and other revenue generation possibilities.• Develop effective external relations to provide financial support for athletics.• Evaluate, plan, fund-raise, and oversee the possible expansion and enhancement of the athletics program and athletics facilities.
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