
 
 

Assistant Athletic Director of Sports Information 
 

Founded in 1906, the Madeira School is an independent, college preparatory, boarding and day school 
for girls grades 9-12. Located in McLean, Virginia on a 376-acre wooded campus, Madeira is 12 miles 
from the center of Washington, DC.  Madeira’s ambitious academic curriculum emphasizes both content 
and skills in the context of a college-prep liberal arts education.  
 
The Madeira School is seeking an Assistant Athletic Director of Sports Information who shares the value 
of innovation in the pursuit of athletic excellence. The individual supports and furthers the mission of 
the school and the vision of the Athletic Department by effectively facilitating a student-centered 
athletic environment. 

Sports Information Duties: 

• Work with Communications to maintain and continually improve Madeira’s athletic website 
presence 

• Coordinate seasonal team photos 

• Publish website schedules; communicate schedules to community 

• Update scores on the website, on social media and with local newspapers; implement and maintain 
Madeira Athletic social media presence 

• Prepare press releases for notable achievements or significant events; notify hometown news media 
of individual athlete accomplishments 

• Manage photography and videography requests for the Athletic Department 

• Coordinate college signing days for athletes 

• Coordinate and organize information and events for prospective athletes 

Facilities Duties: 

• Game day management, set-up and supervision of home athletic contests as coordinated with the 
Director and Assistant Director of Athletics  

• Management of team uniforms and athletic equipment 

• Assist with the set-up of fields and courts to ensure they are prepared for practice and games 

• Work with cleaning staff to set schedule and expectations for cleaning Hurd 

• Ensure laundry completed regularly 

Administrative and Other Duties: 

• Work with the Admissions Office to identify prospective students interested in the athletic program; 
communicate and connect families with coaches 

• Maintain all statistical information and historical data for individual teams  

• Timely and appropriate communication with parents regarding season, schedule and other 
pertinent information 



• Be a visible presence to student athletes and parents 

• Assist with securing and confirming game officials 

• Plan and organizing awards assemblies 

• Management of school mascot and student representatives 

• Assist with planning and managing seasonal and summer camps and clinics 

• Manage team rosters; track daily attendance; assist with inventory of uniforms 

• Coach two seasons at either the JV or Varsity level 

• Help develop and manage summer athletic programs 

• Work to support the residential program (may include nights and weekends) 

• Plan and manage all tournaments and invitationals 

• Assist in enforcing the policies and protocols set by the Athletic Department 
 

Requirements:  

• Bachelor’s Degree in education or related field; Master’s preferred 

• Experience working with adolescents  

• Understands and enjoys working with students with diverse learning needs  

• Ability to communicate effectively with faculty, families, and students  

• Ability to demonstrate growth mindset, optimism, and belief that all students can learn  

• Ability to handle sensitive and confidential matters with appropriate discretion 

• Exceptional initiative, judgment and problem-solving skills; ability to meet deadlines 

• Proficient with technology and a willingness and ability to learn additional applications as needed 

• Willingness and ability to work flexible work schedule, including evenings and select weekends 

• Appreciation of and commitment to boarding and single sex education, diversity and to serving the 
needs of a diverse population 

 

To apply, please send your resume and cover letter to hr@madeira.org 


