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Athletic Director 
East Lycoming S D 
J  o  b  D  e  s  c  r  i  p  t  i  o  n 

JOB INFORMATION 

Title: Athletic Director - East Lycoming S D 

FLSA: Exempt 

Terms of Employment: 12 Months 

Employee Group: Administrative 

Location Building 

Last Edited On: 3/8/2023 10:37:54 AM 

ORGANIZATION 

County: Lycoming 

Entity: East Lycoming S D 

Department: Administration 

Reports To: Superintendent 

Supervises: Athletic Coaches, Event Staff, and Game Workers/Managers 

JOB GOAL 

The Director of Athletics is the administrator for the district's athletics program and establishes rules and procedures that achieve 
the goals of development of quality, competitive athletic teams. The Director ensures District compliance with applicable PIAA, 
athletic conferences and District rules and regulations governing all facets of athletics programs. The Director supervises a staff 
of athletic coaches, athletic support personnel, develops and manages operating budgets for the athletics program, and serves as 
the District liaison to athletic booster organizations. 

ESSENTIAL FUNCTIONS 

1. Supervises athletic staff, activity sponsors, and intramural personnel. Coordinates submission of all required clearances
for paid staff and regular volunteers in collaboration with Human Resources. Oversees work of regular volunteers.
Establishes and carries out an annual performance evaluation process for athletic staff, activity sponsors, and intramural
personnel.  Annually recommends reappointment or non-reappointment of athletic staff, regular volunteers, activity
sponsors, and intramural personnel. Makes recommendations regarding promotion, transfer, or termination of athletic
staff.

2. Develops and oversees implementation of procedures for squad selection, prevention, and care of injuries to
participants. Coordinates with maintenance staff and administration the use of facilities including: locker rooms,
training, and weight rooms. Coordinates with maintenance staff and administration of the proper storage of equipment,
maintenance of grounds, and facilities used for athletic programs.

3. Abides by, monitors, and enforces compliance by individuals providing services to programs with federal, state and local
school laws and regulations, mandated programs, district policies and administrative regulations including the
requirements of any conference or league in which the District participates.  Enforces legal standards and District
policies relating to safe and equitable operation of programs.

4. Implements positive sports citizenship activities within an educationally sound program and communicates expectations
to coaches, athletes, officials, and spectators.  Ensures prompt training of all individuals providing services to the
programs of the Athletic Department on District policies and legal mandates relating to their specific duties.
Recommends changes in policies and administrative procedures related to programs under this department.

5. Regularly reviews District’s athletic and activity programs, evaluates requests for additional programs, evaluates the
viability of existing programs, and recommends changes or new programs consistent with District policy and resources.

6. Prepares, prints, and distributes athletic schedules for the school district, to include athletic field and gymnasium
practice schedules as requested internally or externally by community groups.

7. Supervises or delegates the supervision and administration of all approved activities and athletic contests; acts as
official host to all visiting teams; makes and approves all contracts affecting athletic contests; secures ticket printing
and selling; secures line up for programs; makes provisions for physician and ambulance at athletic events or activities as
required, and handles all matters related to activity cancellations.

8. Prepares the athletic budget annually as well as all bid lists for the purchase of athletic equipment; selects and
purchases all equipment and supplies needed for the various athletic teams; and arranges for the purchasing of all
awards. Maintains accurate inventories of supplies and equipment.

9. Interviews applicants for openings in athletic staff or activity sponsorship; recommends qualified candidates for hire to
the Superintendent in cooperation with the building administrators; assigns personnel to job responsibilities within the
District’s athletic and activity programs; and supervises and assigns responsibilities to the District athletic trainer staff.
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10. Timely and effectively communicates to appropriate District office or personnel regarding serious incidents or significant 
matters that may require attention or input from others in the District.  Works with building principals, parents, and 
students to investigate and address student discipline matters related to the programs and complaints or concerns about 
any individuals providing services to programs whether compensated or not.  Reviews and addresses concerns raised 
about use of community recreation programs. Consults with other administrators and seek to involve legal counsel as 
appropriate. 

11. Makes necessary arrangements for medical exams, drug testing, and concussion testing. 

12. Assigns all officials and make arrangements for game personnel for home contests; requisitions or processes payments to 
all game personnel for home athletic contests, including security; and arranges for transportation for all athletic teams 
away from home. 

13. Issues news information to various media; handles athletic social media accounts in order to foster good school-
community relations by keeping the community aware of and responsive to the athletic programs; and represents the 
school at all athletic meetings involving the interests of the school. Ensures information on District website is updated to 
include current information. 

14. Determines eligibility status of interscholastic athletes, prepares all eligibility lists, distributes eligibility lists to proper 
schools, and collects athletic records for future reference. 

15. Works actively to promote and encourage student athletes to achieve higher educational goals. 

16. Oversees all District athletic booster organizations and all fundraising efforts conducted by athletic booster organization 
ensuring they comply with applicable law, policies, and administrative regulations. 

17. Participates as a representative of the District in PIAA, league conference, interscholastic advisory committees, internal 
committees, and community groups related to this position. 

Performs other duties as assigned. 

Performs in accordance with school policy, administrative regulations, state and federal laws. 
 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education 

Education Level Education Details Req Pref   

Bachelors Degree    X  

Bachelors Degree Recreation Management or related field    X  

Work Experience 

Experience Experience Details Req Pref   

3-5 years Athletic coaching JV or Varsity level    X  

3-5 years Personnel Management / Leadership    X  

Travel Requirements 

Est. Amount Brief Description 

50% Travel to athletic events and regional meetings  

SCOPE 

Mental/Visual/Stress 

☒  

Work which frequently produces a high level of mental, visual and stress fatigue.  For example, work which is frequently 
performed under pressure, and/or which requires intense mental application or attention to details 21%-50% of work 
time. 

Gail
Highlight

Gail
Highlight
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Sensory Abilities 

☒  Visual acuity and auditory acuity. 

☒  Ability to communicate effectively in all aspects of the job. 

Temperament 

☒  Must possess excellent interpersonal skills. 

☒  Ability to make judgments and work under high level of stress. 

☒  Ability to work as a leader, coordinator and a member of a team. 

☒  Must be courteous and able to effectively manage job responsibilities. 

☒  Must be cooperative, congenial, service oriented, and promote these qualities. 

☒  Ability to work in an environment with frequent interruptions. 

☒  Ability to be respectful and empathetic. 

Cognitive Ability 

☒  Ability to communicate effectively, to organize tasks, to handle multiple tasks, and to exercise good judgment. 

☒  
Ability to follow written and verbal directions, to read and write, to communicate effectively, to organize tasks, to 
handle multiple tasks, and to exercise good judgment. 

☒  Ability to establish and maintain productive working relationships with staff, business associates, and general community. 

☒  Ability to work on multiple tasks and prioritize appropriately. 

☒  
Ability to exercise initiative and make independent decisions to reschedule work to meet deadlines or to effectively 
handle emergency work. 

☒  
Ability to recognize areas of concern relating to assigned areas of responsibility and propose or recommend appropriate 
solutions to problems. 

☒  
Ability to recognize areas of concern relating to educational administration issues and propose or recommend appropriate 
solutions to problems. 

☒  Ability to identify and isolate issues and develop rational solutions to problems. 

☒  Ability to administer policy in a manner consistent with good judgment and sound rationale. 

☒  Ability to generate genuine enthusiasm for positive and meaningful change. 

☒  Ability to deal with personnel considerations in a fair, firm, and equitable manner. 

☒  Ability to supervise others using acceptable human relations skills. 

☒  Ability to communicate in both oral and written form. 

☒  Ability to foster and maintain positive relationships with the Board, students, parents, and staff. 

☒  Ability to make appropriate decisions rapidly and with ease, using prudent judgment and common sense. 

Specific Skills 

☒  Must possess leadership skills. 

☒  Must possess supervisory skills. 

☒  Must possess active listening skills and conflict mediation skills 

☒  Plans and prioritizes assignments effectively. Able to handle several ongoing tasks and projects at once. 

☒  Able to adjust to changes in the work environment. 

☒  Reports to work on time, gives a full day’s work and makes effective use of time while on the job. 

☒  Maintains a good attitude toward administration, fellow employees and the public. 

☒  Maintains productive working relationship with immediate supervisor. 

☒  Demonstrates the ability to acquire the skill required to operate new and existing software and hardware. 

☒  Ability to compose clear, concise sentences and paragraphs. 
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Workplace Expectations 

☒  Ability to provide direction to others. 

☒  Ability to create and delegate assignments. 

☒  Shows initiative and the ability to complete assigned tasks without supervision. 

☒  Ability to compose clear, concise sentences and paragraphs. 

☒  Ability to work independently and make work-related decisions. 

☒  Ability to exercise good judgment in prioritizing tasks. 

☒  Ability to appropriately handle confidential information in accordance with district policies. 

☒  
Ability to use technology for group meetings, presentations (i.e. overhead, document camera, projector and video 
equipment). 

☒  Acknowledges individuals’ requests and handles them in a friendly and courteous manner. 

☒  Promotes a positive team environment through active cooperation with others. 

☒  Maintains awareness of the School District’s policies and procedures. Follows the chain of command. 

☒  When appropriate, incorporates progressive ideas/concepts into daily responsibilities. 

☒  Dresses appropriately for job environment. 

☒  Maintains an excellent driving record. 

Other Workplace Expectations Admin 

• Coordinates and Supervises Adult Education Programs 

• Promotes district athletic programs and Adult Education through various communications and social media to students, 
staff, and the community 

• Ability to work evenings regularly to supervise district athletic events and Adult Education programs 

Standard ADA Settings 

The work environment characteristics described here are representative of those an employee encounters while performing the 
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

Standard ADA Selection  

X Office 

   Classroom 

   Other(to include Physically Demanding Positions) 
 

This factor measures the strength and stamina required in areas such as lifting, standing, and the frequency of doing these as 
necessary to perform the particular duties of the job. 

Physical Demands 

 The physical requirements described here are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. 

  Physical Demand Rarely Occasionally Frequently Constantly Weight 

☒  Sitting     X    

☒  Standing     X    

☒  Walking     X    

☒  Talking:  On the phone; person-to-
person, and in groups 

    X   
 

☒  Hearing: On the phone; person-to-
person, and in groups 

    X   
 

☒  Vision: Near, midrange, far, peripheral, 
depth and color 

    X   
 

☒  Driving Requirements (personal 
vehicle, and/or company vehicle): 

    X   
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Physical Demands 

 The physical requirements described here are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. 

  Physical Demand Rarely Occasionally Frequently Constantly Weight 

☒  Machines or tools used: Computer:     X    

☒  Machines or tools used: Telephone     X    

☐  Pushing/Pulling/Lifting(Enter Weight)          

The school recognizes that reasonable accommodations must be made to enable a qualified individual with a disability or 
disabilities to perform the essential duties and responsibilities of this job. 

Working Environment 

  Working Condition 

☒  Typical office environment 

☒  Typical athletic training office/facility/environment 

☒  Subject to outside environmental conditions 
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PEPPM Mini-Bid Bid Request Template

East Lycoming SD E-rate Funding Year 2023

Company Name:

Company SPIN:

Contact Name:

Contact E-mail:

Contact Phone:

School/Building Name             
(Optional)

PEPPM Category (wireless, 

routers, switches, UPS, 

cabling, firewalls, etc.)

Preferred 

Manufacturer Name 

or Equivalent

Description (optional) Model Number (SKU)
Estimated 

Quantity
Price/Unit

Extended Price 
(quantity * unit price)

Equivalent Make Equivalent Model

Has the equivalent equipment met the 

compatibility requirements listed below, if any, and 

have you attached the required proof of quality and 

functionality equivalency?  Yes/No

Wireless Ubiquiti Access Point U6 Pro U6-Pro-US  20 147.94$                 2,958.80$                

Wireless Ubiquiti Access Point AC HD UAP-AC-HD-US  20 290.00$                 5,800.00$                

Wireless Ubiquiti Access Point U6 Enterprise U6-Enterprise-US 65 270.05$                 17,553.25$             

$26,312.05

Compatibility/Interoperability Requirements - To Be Completed by School

Must be compatible with Ubiquiti brand networking equipment.

To Be Completed by School To Be Completed by Vendor Only required for vendors submitting equivalent product line quotes (different manufacturer 

than Column C)

If vendors are bidding an "equivalent" product line that is different than what is listed in Column C, the products must be equivalent in quality and 

functionality, and must be fully interoperable and compatible with the District’s existing equipment/systems which are as follows:

Schools:  List below what existing equipment/software/systems any proposed equivalent equipment must be fully 

compatible with.  Be specific. 

BIDDER INFORMATION:

Cloudcast

143048430

Chelsea Potter

chelsea.potter@cloudcast.ai

724-929-9402 (office) 724-497-2366 (Google Voice)

mailto:chelsea.potter@cloudcast.ai
mailto:chelsea.potter@cloudcast.ai


PEPPM Mini-Bid Bid Request Template

East Lycoming SD E-rate Funding Year 2023

Company Name:

Company SPIN:

Contact Name:

Contact E-mail:

Contact Phone:

School/Building Name             
(Optional)

PEPPM Category (wireless, 

routers, switches, UPS, 

cabling, firewalls, etc.)

Preferred 

Manufacturer Name 

or Equivalent

Description (optional) Model Number (SKU)
Estimated 

Quantity
 Price/Unit 

 Extended Price 

(quantity * unit 

price) 

Equivalent Make Equivalent Model

Has the equivalent equipment met the 

compatibility requirements listed below, if any, and 

have you attached the required proof of quality and 

functionality equivalency?  Yes/No

UPS Tripp Lite Tripp Lite UPS 750VA 600W Smart Rackmount AVR 120VSMART750RM1U 20 408.18$                 8,163.60$                

UPS Tripp Lite Tripp Lite UPS Web ManagementWEBCARDLX 22 236.70$                 5,207.40$                

UPS Tripp Lite Tripp Lite UPS 2200VA 1900W SMART2200CRMXL 4 1,249.01$             4,996.04$                

18,367.04$             

Compatibility/Interoperability Requirements - To Be Completed by School

Must be compatible with Ubiquiti brand networking equipment.

UPS must be 1U height and not exceed 17" depth.

To Be Completed by School To Be Completed by Vendor Only required for vendors submitting equivalent product line quotes (different manufacturer 

than Column C)

If vendors are bidding an "equivalent" product line that is different than what is listed in Column C, the products must be equivalent in quality and 

functionality, and must be fully interoperable and compatible with the District’s existing equipment/systems which are as follows:

Schools:  List below what existing equipment/software/systems any proposed equivalent equipment must be fully 

compatible with.  Be specific. 

BIDDER INFORMATION:

En-Net Services

143034194

Greg Gordon

ggordon@en-netservices.com

(301) 846-9901

mailto:ggordon@en-netservices.com
mailto:ggordon@en-netservices.com


NEW INSTRUCTOR - CRIMINAL JUSTICE 
We are excited to welcome a new teacher to LycoCTC. Mr. Jeremy Brown is teaching our Criminal 
Justice program. Jeremy has 25 years of experience working in law enforcement. He has had the 
opportunity to work in several law enforcement positions including Corrections, Patrol, Community 
Policing, Criminal Interdiction, Undercover Operations, SWAT and Investigative. 

 

NEW CLASSROOM ASSISTANT - AUTOMOTIVE 
We are also excited to welcome a new staff member to LycoCTC. Eric Hall is the new Automotive 
Technology assistant. Eric has 25 years of experience and a proven knowledge of inspections, 
safety assessments and repair actions. He has been a Machinist/Mechanic for many years. 

 
 



LYCOCTC ROTARY STUDENT OF THE MONTH - 
HAIDEN SHAWL 

The Lycoming Career and Technology Center is pleased to announce Haiden Shawl as 
Rotary/LycoCTC Student of the Month for February 2023. Haiden, son of Amiee Shawl of 
Hughesville, PA, has received this honor based upon his outstanding work ethic, attendance, 
behavior, community service, and the recommendation of his LycoCTC Construction 

Technology instructor. A Hughesville High School senior, Haiden is in his second year at 
LycoCTC where he has worked on a number of construction projects including building props for a 
local community theater and rebuilding bleachers at the East Lycoming Baseball-Softball Fields. 
Outside of school, Haiden works in the deli department at TJ’s Market in Hughesville, and enjoys 
spending time on the farm doing projects and caring for his animals. 
Following graduation in June 2023, Haiden plans on joining the workforce in the construction trades 
area specializing in the HVAC field. 

 
 

 

 

 

 

 

 

 

 

 

 

 



SkillsUSA District Winners 
We are proud to announce that the following students placed 1st at the SkillsUSA District 
competition in February. They advance to compete April 12th-14th in Hershey at the state 
competition! 
Jaylyn Gardner- Criminal Justice 
Paige Kepner- Extemporaneous Speaking 
Victoria Vogt- Job Skill O 
Lorrene Jacobs- Quiz Bowl 
Haydn Maneval- Quiz Bowl 
Paul Ragan- Quiz Bowl 
Bella Shoemaker- Quiz Bowl 
 
All of our students did an excellent job at the competition. We had 10 students place 2nd and 15 
students place 3rd! 

 



 
 

 
 

 
 

Jaylyn Gardner-
Hughesville 

1st place in Criminal Justice 

Paige Kepner- 
Hughesville 

1st place in Extemporaneous 
Speaking 

Victoria 
Vogt- Muncy 

1st place in Job Skill Open 

https://cdn.smore.com/u/7fe6/ccdf31c23a65ccd98a6f21bb1ef76760.jpeg
https://cdn.smore.com/u/7fe6/ccdf31c23a65ccd98a6f21bb1ef76760.jpeg
https://cdn.smore.com/u/953c/4e22d1f7c6df317bce5483e019c0988d.jpeg
https://cdn.smore.com/u/953c/4e22d1f7c6df317bce5483e019c0988d.jpeg
https://cdn.smore.com/u/0a35/20842fb3c83c22114f8f47149c588d5b.jpeg
https://cdn.smore.com/u/0a35/20842fb3c83c22114f8f47149c588d5b.jpeg
https://cdn.smore.com/u/7fe6/ccdf31c23a65ccd98a6f21bb1ef76760.jpeg
https://cdn.smore.com/u/953c/4e22d1f7c6df317bce5483e019c0988d.jpeg
https://cdn.smore.com/u/0a35/20842fb3c83c22114f8f47149c588d5b.jpeg


 

Pictured above is the Quiz Bowl - Criminal Justice team that took 1st place! 
Lorrene Jacobs- Muncy 
Haydn Maneval- Hughesville 
Austin Starr- Hughesville 
Paul Ragan- Hughesville 
Bella Shoemaker- Hughesville  
 
 

 
 
 
 
 
 
 
 
 
 



Automotive Technology Level 1 
Students are hard at work learning different skills. The first picture is two of our Benton students 
performing a compression test and timing belt on an engine. The second picture is two of our 
Loyalsock students removing a valve cover to extract a bolt from an engine. 

 



 

Automotive Technology Level 2/3 
The first picture is Lyco students using trainer cars for electrical diagnostic challenges. 
The second picture is of Lyco students preparing for the NOCTI performance. They are mounting 
and balancing tires. 
The third picture is Lyco students learning to rebuild engines as part of the core areas covered in 
Automotive. 



 
 

 
 

 
 

Computer Systems Technology 
Lyco students in the PM class swapped their PC’s components into new mid-tower cases. New parts 
and equipment are rotated into the CST classroom every year. 
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Early Childhood 

The children have been learning about pets and the Lyco student teachers brought a "field trip" to 
our classroom. Missy Black came to the morning and afternoon preschools to talk about dog safety 
and how to take care of the animals in our homes. The ECE class donated many items for the 
animals at the Lycoming County SPCA. 

 



 

Health Careers Level 1 
Students in the Level 1 Health class are practicing taking patient vital signs. 

 
  

 

 
 

Health Careers Level 2/3 

Students in the level 2/3 Health class are practicing many different skills. 
 
Brock King (Hughesville) ready to assist a patient with a bedpan. 
 
Gelia White (Loyalsock) makes an occupied bed. 
 
Victoria Vogt (Muncy) empties a Foley catheter. 
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LYCOCTC ALUMNI SPOTLIGHT 

Brandon Flannery-Montoursville 2014-Computer 
Systems 
Brandon Flannery is a 2014 graduate from Montoursville High School. He was in the LycoCTC 
Computer Systems program. During his time at LycoCTC, Brandon participated in the Cooperative 
Education Program. He did his co- op at Young Industries, Inc as a PC Technician. In Brandon's 
words, it was invaluable, not just to get hands-on experience with the technology, but to be out in the 
workforce and get accustomed to the day-to-day. After graduating high school, Brandon went to 
Pennsylvania College of Technology. He graduated with a B.S. of Information Technology, Network 
Specialist focus, and an A.A.S. of Information Technology, Technical Support focus. Brandon now 
works at LycoCTC as the Computer Systems teacher! In September 2022 he was hired as a long-
term substitute and in February 2023 he became our full time instructor. 
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UPCOMING DATES & EVENTS 
March 2nd - Professional Advisory Committee Meeting 
March 6th - Teacher In-Service Day 
March 13th-24th - NOCTI Performance Test 
March 16th - Joint Operating Committee Meeting 
March 23rd - End of 3rd Marking Period 
March 27th-April 4th - NOCTI Written Test 



JOINT OPERATING COMMITTEE 
Mr. Michael Mamrak, President- East Lycoming 
Dr. Carolyn Strickland- Loyalsock 
Mr. Dave Shimmel- Montoursville 
Mr. David Messenger- Muncy 
Mr. Douglas Whitmoyer- Warrior Run 

PROFESSIONAL ADVISORY COMMITTEE 
Dr. Craig Skaluba, Superintendent of Record- Muncy 
Mr. Gerald McLaughlin- Loyalsock 
Mrs. Christina Bason- Montoursville 
Dr. Mark Stamm- East Lycoming 
Dr. Thor Edmiston- Warrior Run 

 



Administrative Regulations
Supplemental Pay Step Placement

The following guidelines will be used for the determination of step placement of new coaches.
These guidelines are intended to ensure transparency and consistency in hiring
recommendations by the administration to the board, to existing employees, and with
applicants.

Supplemental pay steps are set in the collective bargaining agreement between the Board of
Directors and the East Lycoming Education Association.

Step placement is the discretion of the administration and recommendations to the Board will
include specific information relative to one of the categories below.  Determination is whichever
category results in the highest step placement for the applicant.  Stacking of categories is
prohibited.

These guidelines are effective for only new hiring recommendations effective March 14, 2023.

Initial Step Determination
Paid Coaching Experience (Other than sport recommended for hire)
Experience at High School Junior Varsity level or above
0-3 Seasons - Step 1
4-6 Seasons - Step 2
6+  Seasons - Step 3

Paid Coaching Experience in the Sport
Experience at high School Junior Varsity level or above
1 Season   - Step 1
2 Seasons - Step 2
3 Seasons - Step 3
4 Seasons - Step 4
5+ Seasons - Step 5

Personal playing experience at collegiate, semi-pro, or professional level
1-3 Seasons - Step 1
4-7 Seasons - Step 2
8+  Seasons - Step 3
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Adam Creasy 

Director of Technology 

 

March 8th, 2023 

 

Topic: eRate 2023 - PEPPM Mini Bid 

 

 

Description: 

 

The East Lycoming SD qualifies for 70% reimbursement for Category 2 equipment through the 

eRate competitive bidding process. In the years past, we have used this funding to update our 

district-wide wired and wireless network to continue to provide enhanced connectivity for all our 

buildings and devices. Our wired and wireless network currently serves around 3500 devices 

during the day and is critical to our operations within the district, from our phones, all the way 

down to our HVAC and door access systems. 

 

This year, we are proposing to utilize our eRate funding to purchase the networking equipment 

required for the new Ashkar construction as well as upgraded battery backup units for all of our 

network closet locations to continue to protect against power disruptions. These battery backups 

are critical pieces of equipment since our phones, and door access control systems are all 

operated with our network switches.  

 

Attached you will find PEPPM mini bid responses for the categories of Network Switches, 

Wireless Access Points, and UPS battery backup units. The total amount listed on the 

spreadsheets does not include the 70% reimbursement; therefore, the final amount the district 

will have to pay is 30% of these total amounts.  

 

The technology department is requesting the approval to purchase this equipment using the 

current technology reserve fund. 

 

All the best, 

Adam 




