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ASSUMPTION UNIVERSITY 
 

POSITION DESCRIPTION 

 
POSITION TITLE:                          Assistant Director of Campus Recreation  

     

DEPARTMENT: Campus Recreation  

 

STATUS:      10-month 

 

REPORTS DIRECTLY TO: Director of Campus Recreation  

 

 

BASIC PURPOSE:  The Department of Campus Recreation is a key part of the division of Student 

Affairs. Within this department, the Assistant Director of Recreation contributes to the development of a 

vibrant co-curricular life that supports seamless learning initiatives and educational opportunities within 

the context of Catholic Higher Education. The Catholic mission manifests itself in the work of all staff 

within the division of student affairs; all are committed to the education of the whole person, in 

relationship to God, self and others. Our everyday work reflects the values of Catholic teaching, 

including respect for human dignity. The co-curricular experiences of our young men and women should 

open up opportunities of living lives of service in the wider world beyond campus, as concerned and 

caring Christians. 

 

This live-in position is responsible for the management of all fitness and wellness operations, manages a 

robust Intramural Program and assists with various Campus Recreation programming.   This position 

delivers programming that promotes student engagement and supports the mission of the University. 

This is a live on positon primarily reporting to Campus Recreation, this position assumes Residential 

Duty Responsibilities and reports to Residential Life. 

 

 

ACCOUNTABILITIES:  

 

General Related Duties 

1. Co-facilitate along with the Director of Recreation the overall management of the Plourde 

Recreation Center and all Recreation Programs. 

2.  Supervises, trains, and evaluates student recreation staff in collaboration with the Director of 

Recreation. 

3. Meets weekly for supervision with the Director of Recreation. 

4. Serve as a member of the Campus Recreation Marketing Team that includes the Director of 

Recreation and Student Marketing Intern. 

5. Recognizes facility maintenance concerns and recommends improvements for the Recreation 

Center. 

6. Develops a well-rounded Fitness Class program that meets the needs of the general student population.  

Teach several classes each semester within Fitness Class offerings. 

7. Develops and maintains personal and group training programs for undergraduates. 
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8. Ensure that the fitness and wellness programs and areas of operations are actively promoting a 

culture of equality, diversity, and inclusiveness. 

9. Assess fitness programming for effectiveness and propose adaptations to meet member needs 

and budgetary guidelines. 

10. Ensure member and participant satisfaction, client safety, equipment preservation and cleanliness 

in fitness and programming areas.   

11. Assist the Director of Recreation with the management and inventory of fitness equipment.  

12. Coordinate equipment maintenance with supply companies to arrange ongoing service and 

preservation of exercise equipment.  

13. Research and provide recommendations for improvements and current advancements with fitness 

equipment/technology. 

14. Work alongside the Director of Recreation in collaboration with other offices to enhance the 

Health and Wellness culture on campus.  This includes but is not limited to Counseling Services, 

Health Services, Peers Advocating Wellness for Students (PAWS), Campus Activities Board and 

Human Resources. 

15. Become familiar with and implement the standards and best practices of the National Intramural 

and Recreational Sports Association (NIRSA). 

16.  The Assistant Director of Recreation Office Hours are Monday through Friday, 12:00 pm until 

8:00 pm.  Office hours shift to begin later in the day for afternoon/evening Fitness Classes and 

Intramurals.  Additional night and weekend hours are expected with recreational programming.  

17. Serve on Student Affairs or University committees as needed. 

18. Attends professional staff training retreats and in-service training session to enhance professional 

skills. 

19. Volunteers to support campus wide programming initiatives (i.e. Commencement, Student 

Activities Programming, Check In Days).  

20. Performs other duties as assigned. 

 

Intramural Responsibilities 

1. Provide significant and high-quality opportunities in a variety of indoor and outdoor intramural 

activities to satisfy the diverse needs of all students. This may include team and individual/multi- 

sport activities/tournaments/leagues. 

2. Develop and maintain ImLeagues web site for online registration of events, leagues and program 

information; ensure schedules are accurately posted in a timely manner, communicated to all 

participants, and accommodated when necessary. 

3. Recruit, train, supervise, evaluate, and develop all student Intramural employees.  

4. Develop and evaluate programs rules, regulations, policies, and procedures. 

5. Handle disputes or controversies occurring during intramurals in a timely and effective manner 

6. Develop and maintain incentive programs for intramural officials and participants. 

7. Track, maintain, and organize intramural participation for annual reports. 

8. Manage payroll for intramural staff. 

9. Coordinate all equipment management and maintenance, safety checks, and assist with other 

relevant risk management issues. 

10. Facilitate intramural captains’ meetings for intramurals, which cover rules, finances, schedules, 

and other pertinent information.  

11. Design and purchase championship T-shirt, awards, and other intramural incentives. 

12. Coordinate NIRSA endorsed extramural events on and off campus. 
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Residential Life Responsibilities 

1. Serves as a resource and support to students.  

2. Participates in active and passive on duty rotation with the Resident Director staff, responding to 

emergencies, crisis, policy violations and other incidents that extend into early morning hours. 

Number of on duty days will be ½ the time of a full time Resident Director’s number of days and 

is compensated with on-campus housing. 

3. Remains available during assigned duty periods as well as major weekends and campus events.  

4. Provides referral to the appropriate university office, answers questions, and interprets 

institutional, departmental, and board policies, procedures, and processes.  

5. Acts as a liaison for the University with students, parents, and various campus partners that are 

involved with the operation of the residence halls. 

6. Responds objectively and fairly to residence hall/area issues. 

7. Administer the Health, Fire and Safety Inspections for Hall. 

8. Administer and coordinate closing of the Hall for each break (Thanksgiving, Winter, Easter, 

Spring Break and Summer closing). 

9. Position designated as an Essential Employee. 

10. Provides leadership and oversight for the opening and closing of residence halls. 

11. Projects a high degree of visibility, student engagement, and availability to all students. 

12. This is a 10 month live in professional staff position, the Assistant Director is expected to live in 

the provided-on campus housing. 

QUALIFICATIONS: 

 

 Must be willing to contribute actively to the mission of the University as well as show respect for 

the Catholic and Assumptionist identity of Assumption University.  

 Bachelor’s Degree Required. Master’s Degree preferred.  

 One of the following certifications: ACSM, NSCA, ACE, or NASM personal training 

certification or equivalent preferred. 

 Strong organizational, interpersonal and communication skills.   

 Willing to work evenings and weekends.   

 Experience in teaching fitness classes. 

 Experience in using and running departmental or business social media accounts is preferred. 

 NIRSA membership preferred 

 Skill in using computer applications including spreadsheet, and word processing software. 

 Current CPR, First Aid, and AED Certifications required within three months of employment. 

 Valid driver’s license. 

 

SCOPE: 

 Regularly serves on a variety of campus committees, and other ad-hoc committees as assigned. 

Maintains active membership in a variety of professional organizations to stay abreast 

developments and innovations in the field of Recreation and Residential Life.  

 Interacts regularly with a variety of student committees and groups, students, staff, 

administrators, parents, agents, vendors, and performers. 

 The Assistant Director usually finds that this position imposes certain limitations upon him/her.  

Because he/she must be available to students for informal counseling as well as emergency 

situations, the Assistant Director finds that he/she must adopt an "open door" policy and expect 

frequent interruptions of his/her own activities.   
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 The Assistant Director is expected to schedule his/her time effectively to discharge his/her 

responsibilities.   

 Sets reasonable limits on participation in outside activities.  The Assistant Director may not 

accept additional employment or full-time status as a student, without permission of the Director 

of Recreation. 

 Completes contract unless written notice is given with a minimum of two weeks notice. 

 Some weekend hours as well as coverage during weather related emergencies as needed.  

 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must 

be met by an employee to successfully perform the essential functions of this position.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Sitting, standing, walking, and bending are required of this position. Use of a computer keyboard and 

computer screen for periods of time with close vision and the ability to adjust visual focus plus manual 

dexterity are required.   

 Work may, on occasion, involve exposure to unusual elements, such as extreme temperatures, 

dirt, dust, fumes, smoke, and/or loud noises.  

 Moderate physical activity. 

 May require physical effort including lifting up to 50 pounds and some extended periods of 

standing or walking. 

 

MENTAL DEMANDS:  The mental demands described are representative of those that must be met by 

an employee to successfully perform the essential functions of this position.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Examples of mental demands include reading (documents), detailed work, confidentiality, language, 

math, reasoning, oral communications, written communications, customer contact, multiple concurrent 

tasks, constant interruptions, and performing calculations when necessary. 

 Position is designed as “essential employee”; requiring attendance at work when normal 

university operations are suspended. 

 Ability and willingness to work evenings, weekends, and holidays as necessary. 

 

Assumption University, a Catholic institution sponsored by the Augustinians of the Assumption and 

rooted in the Catholic intellectual tradition, strives to form graduates known for critical intelligence, 

thoughtful citizenship and compassionate service. We pursue these ambitious goals through a 

curriculum grounded in the liberal arts and extending to the domain of professional studies. Enlivened 

by the Catholic affirmation of the harmony of faith and reason, we aim, by the pursuit of the truth, to 

transform the minds and hearts of students.  An Equal Opportunity Employer and member of the Higher 

Education Consortium of Central Massachusetts, Assumption favors diversity, ecumenically welcomes 

all who share its goals, and strongly encourages applicants from underrepresented racial minorities to 

apply.   

Apply on line only:www.assumption.edu/hr 

 

 

 

 

 

 


