
 
 

     Position Title: ASSISTANT C O A C H  
 

 
JOB DESCRIPTION | Revised 05/17/2019 

 
  

Location  Primarily CBC District Service Area 

Hours  40 hours/week 

Salary Range  $30,000/annual  

Job Classification  Exempt 

Security Sensitive  Y e s  

Division  President 

Department  Athletics 

Reports to Director – Athletics 

 

I. Education Requirements 

High School diploma/GED. Higher education with a minimum of 30 hours or more. 

Bachelor’s degree preferred. Certifications required include: First-aid/CPR/AED. 

Must have a valid Texas Driver’s License. A copy of the Texas Driver’s License 

must be on file with the Coastal Bend College Business Office. 

II. Qualifications: 

Minimum of three (3) years combined of active game situation coaching at the high 

school, travel/club and/or collegiate level and multiple years of professional or 

collegiate playing/coaching experience will be accepted. Excellent interpersonal and 

communication skills. Experience with NJCAA, NCAA, NAIA rules compliance 

regulations. Candidate will be expected to work as a team member in Athletics, serve 

as a role model for students and maintain an appropriate professional relationship 

with students. 

III. Essential Functions: 

The Assistant Coach is responsible for providing leadership support to the Head Coach in all 

aspects of a National Junior Collegiate Athletic Association (NJCAA) Division I or Division 

III (baseball) program. Specific duties include but are not limited to: 
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 Assist with coaching relevant knowledge, skills, techniques and strategy. 

 Assist with the development of a cohesive seasonal and off-season game schedule 

with coaches from opposing schools. 

 Assist with the development of weekly practice plans and student athlete evaluations. 

 Recruit qualified student athletes 

 Effectively train and coach program student athletes. 

IV. NJCAA Responsibilities: 

 Assist Head Coach with National Junior College Athletic Association rules and 

regulations and Coastal Bend College policies/procedures as related to the sports 

program 

 Report violations of NJCAA regulations or college policies to the Athletic Director 

immediately. 

 Assist Head Coach track and implement NJCAA rule changes, including the 

assistance with initial student athlete certification, recertification, monitoring of the 

NLI database, and accurate completion of transfer paperwork for student-athletes. 

 Understand and adhere to all policies and procedures of the college, Conference and 

the NJCAA. Assume complete responsibility to ensure that the student-athletes 

conduct themselves in an appropriate manner in accordance with NJCAA policies. 

 Ability to exhibit integrity with high ethical standards and strict adherence to 

NJCAA, conference, university and departmental rules and regulations as well as 

solid commitment to academic integrity, student-athlete welfare, ethnic diversity 

and gender equity. 

V. Job Responsibilities: 

 Assist with the development, management and coordination of a balanced program 

budget on a continuous basis. 

 Assist Head Coach with the coordination of fundraising efforts through the Athletic 
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Director in partnership with the Coastal Bend College Foundation. 

 Communicate effectively with prospective student-athletes. 

 Assist Head Coach with development, implementation and evaluation of student 

athlete recruitment plans. 

 Assist Head Coach with the development and promotion of current student athletes 

to encourage university transfers. 

 Perform other duties as assigned. 

VI. Institutional Responsibilities: 

 Participate in “Plus One” duties as described in attached addendum. 

 Receive training in, maintain knowledge of and serve as an Academic Advisor to their 

assigned program as well as the general student body. 

 Accurate and timely submission of new hire paperwork, time sheet compliance. 

 Dresses in appropriate and professional attire. 

 Participate in a minimum of five (5) CBC Outreach and Recruiting  

 Participate in the college’s accreditation and other college wide responsibilities. 

 Other duties as assigned. 

 

VII. Travel Requirements: 

Assists with the coordination of transportation for team for recruitment, advising and 

outreach, games, practices; conduct a thorough pre-trip/post-trip, always exercise the 

effective defensive driving skills of self-control, alertness, foresight, check passengers’ 

seatbelts and good judgement while operating the inspection of the passenger vehicle.  

Must have and maintain excellent driving record, and provide a copy of a valid Texas  
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VI I I .  Environment: 

Position involves both inside sedentary work on the court and outside work on the field in 

coaching and training situations with student athletes; demonstration of appropriate sport 

skills may involve strained muscles or orthopedic related injuries from repetitive physical 

motion. 

Addendum: 

This position will include the following additional duties:   

Serve as a member of the Student Activities / Intramurals and Recreation Staff including but not 

limited the following duties: 

1. Assist with the coordination and schedule all student activities / intramural and recreational 

activities. 

2. Assist with the hiring, mentoring, supervising, training, evaluation, and scheduling of student 

staff. 

3. Assist with the coordination with facility personnel for scheduling and operations of intramural 

programs. 

4. Assist with the coordination of public relations and marketing pertaining to Intramural Sports. 

5. Supervise intramural events by frequent on-site presence and availability throughout the seasons 

to answer questions from officials and participants, help maintain control during games, and help 

enforce intramural sports rules and regulations including maintaining a high level of 

sportsmanship and penalize unsporting behavior. Behave in a professional manner when on duty 

or participating in the Intramural program. 

6. Continually strive to maintain and improve risk management practices. 

7. Monitor safety hazards such as weather conditions and coordinates emergency procedures while 

ensuring the safety of Intramural participants by inspecting play area and equipment prior to the 

start of games/events. 

8. Assist with the supervision of the Student Office Staff, Sports Supervisors, and Sports Officials. 

9. Perform other duties as assigned. 
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I have been presented with the job description for the position of: 

 

Assistant Head Coach 

The requirements for this position have been discussed with me and I agree that I am 

able to perform the functions of this job. 
 
 

 

 

 

Signature:    Date: _______________    

 

 

 

 


