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Associate Athletic Director of External Affairs
Updated:  07/10/2012
FLSA:  Exempt



Dept or Office: Athletics/Development
Summary Description

The Associate Athletic Director is a senior level management position within the Athletic Department responsible for directing and managing the external affairs of the intercollegiate athletics program.  
Responsibilities & Duties

· Serve as the direct point of contact and senior level administrator for the external affairs units of the department.

· Assist the Director of Athletics in developing strategic plans for external affairs and certain revenue sports.

· Meets regularly with external affairs staff, providing the appropriate guidance for successful resolution of problems and daily operations.

· Review the performance of each employee under his/her supervision, completing annual reviews fairly and accurately.

· Assist the Director of Athletics in the oversight of Title IX initiatives relating to external affairs.

· Assist the Director of Athletics in the facility planning & renovation initiatives requiring private giving.

· Review department contracts working with university legal counsel for proper approval.

· Assist in the development of the annual budget.

· Serve as a member of the Director of Athletics’ executive staff, keeping him well informed of external affairs issues.

· Attend home contests serving as a primary administrative contact in the absence of Director of Athletics.

· Assist in the hiring process for support staff & coaches of revenue sports.

· Remains knowledgeable of all NCAA rules, overseeing rules education for boosters.

· Develop and/or review the annual marketing plan and promotion initiatives, delegating responsibilities and tracking progress as necessary.

· Supervise all special events coordination for the department including, but not limited to: Hall of Fame, Homecoming, Championship banquets, Hospitality rooms, etc.

· Direct the annual fund drive, responsible for the solicitation & cultivation of members, coordinate gift club benefits.

· Develop and sell annual corporate advertising/marketing sponsorship packages to local, regional and national companies.

· Supervise ticket operations unit, effectively supervise the management of donor/ticket database (Ticketmaster).

· Effectively manage department external affairs budget and resources.

· Cultivate and secure sponsorships for department needs, including game sponsors, tournament sponsors and sponsorship for printed materials as needed or directed

· Develop relationships with area retailers and Licensing Resource Group to promote sales of MSU licensed apparel
· In the absence of the Director of Athletics, responsible for making sound managerial decisions in accordance with departmental policy and practices.

· Provides daily administrative oversight for three (3) revenue sports, Media Relations, Ticket Operations, Racer Club operations, Marketing & Promotions, and Spirit Groups.

· Report to and work closely with the Director of Athletics and the Associate Vice President for Institutional Advancement relative to the administration, management and execution of the department’s development initiatives. 
· Responsible for annual resource development of all men’s and women’s intercollegiate sports programs.
· Other duties as assigned by the Director of Athletics.

· As a member of the Murray State University Athletic Department, you shall comply with all applicable NCAA rules and regulations as provided in the NCAA Division I Manual.  If you are found in violation of NCAA regulations, you shall be subject to disciplinary or corrective action as set forth in the provisions of the NCAA enforcement procedures, including suspension without pay or termination of employment for significant or repetitive violations.

Requirements – Education and experience
· Bachelor's degree required.
· 1-2 years of successful experience in the areas of athletic fundraising and/or marketing, preferably at the Division I level.

· Strong written and oral communication skills.

· Strong leadership skills

· Strong organizational skills

· Ability to work well with students, faculty, and community.
Preferred education and/or experience

· Masters preferred.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.

Page 1 of 2     

