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LHSAA ASSISTANT EXECUTIVE DIRECTOR
POSITION DESCRIPTION

The LHSAA Assistant Executive Director serves at the will of the LHSAA Executive Director and is responsible for the year-round administration and oversight of assigned sports. The Assistant Executive Director serves as the primary LHSAA administrator and liaison for their assigned sports, providing leadership, guidance, and communication to all stakeholders, including member schools, school administrators, coaches, officials, advisory committees, tournament hosts, and sport-specific partners.
Responsibilities include, but are not limited to, administering all aspects of assigned sports throughout the school year; overseeing state championships and playoff operations; coordinating tournament host sites; developing and distributing bulletins; communicating with member schools and stakeholders; managing power rankings; coordinating advisory committees and online rules clinics; interpreting and implementing LHSAA policies and procedures; and performing other duties as assigned by the Executive Director.
In accordance with Section 5.2.3 of the LHSAA Constitution, candidates must have an administrative background and meet at least one of the following experience requirements:
· A minimum of three years of experience as a high school principal and/or administrator.
· A minimum of seven years of experience as a high school faculty coach.
· A minimum of five years of combined experience as a high school principal and high school faculty coach.
· A combination of the above experience and other applicable experience approved by the Executive Director and Executive Committee.
Candidates must demonstrate a working knowledge of the LHSAA Constitution and Bylaws, strong organizational, interpersonal, communication, listening, and writing skills, and the ability to represent the Association professionally through public speaking and public relations.
Candidates must also possess general business and administrative skills, along with proficiency in general computer operations and Microsoft Office applications, including Word, Excel, and Outlook. A working knowledge of the LHSAA Member Site and public website is preferred.
The position is a 12-month salaried position with competitive market benefits and a 403(b)-retirement plan. The appointment term shall coincide with, but not exceed, the term of the Executive Director. Continued employment is subject to a satisfactory annual performance review conducted by the Executive Director, with the results reported to the LHSAA Executive Committee. Salary is established by the Executive Director with oversight from the Finance Committee.

APPLICATION PROCESS
Interested applicants must complete the LHSAA application form and submit it, along with a cover letter and resume, via email to Mr. Mark Boyer at mboyer@bhalawfirm.com.
Applicants should receive an email confirmation upon receipt of their application. If a confirmation email is not received, the application has not been successfully received, and the applicant should follow up to ensure submission.
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