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JUNE SHELTON SCHOOL AND EVALUATION CENTER 

 

CAREER OPPORTUNITY  

Position Title:  Director of Athletics and Physical Education 
Department:  Administration - Athletics   

FLSA Status:  Exempt  

Position Type:  Full-time 
Reports To:  Executive Director 

Location:   Dallas, TX 75252  
 

About June Shelton School  

The June Shelton School and Evaluation Center, located in Dallas, Texas, has announced its search for 

an Athletic Director to begin July 1, 2021. Founded in 1976, Shelton is a private, non-profit, non-
denominational, co-ed school serving approximately 1,000 intelligent and motivated students with learning 

differences (LD) in grades EC through 12. While the school is clearly the centerpiece of its mission, Shelton 

is more than a school. It encompasses three other major components open to the community—a speech-
language-hearing center, an evaluation center, and an outreach/teacher-training center. The School is 

accredited through Independent Schools Association of the Southwest (ISAS) as well as the Montessori 

Accreditation Council for Teacher Education (MACTE), International Dyslexia Association (IDA), and the 
International Multisensory Structured Language Council (IMSLC). Shelton has membership in a number of 

professional organizations and collaborates with major medical institutions in the Dallas area, including 

Children’s Medical Center and UT Southwestern Medical Center. Shelton is recognized worldwide as the 
leading educational institution for learning differences. 

 

The Shelton School Mission 

Shelton on a mission: a school and resource center dedicated to making a difference by serving and 
empowering the lives of students who learn differently - Because Not All Great Minds Think Alike. 
 

Position Overview  
As a key leader of the School, the Athletic Director is a member of Shelton’s Administrative Team and reports 

to the Executive Director.  S/he is responsible for the administration and supervision of the athletic program in 

accordance with the School’s mission and provides the leadership necessary for the effective day-to-day 
operation of the department. The Athletic Director supervises the department’s administrative assistants, 

athletic trainer, physical education teachers, and all coaches within the Athletic Department. 

 
The successful candidate will understand and embrace the mission of The Shelton School, possess 

unquestionable character and integrity, exhibit exceptional interpersonal skills and leadership ability, and 

demonstrate excellent organizational, communication, and managerial skills.  It is also essential that the new 
Athletic Director be wholeheartedly supportive of families who have children with learning differences. 

 
In addition to the broad programmatic responsibilities and qualifications outlined above: 

 
Essential Duties and Responsibilities 

● Support Shelton’s mission in service to students with learning differences and welcome appropriate 
training in working with these students.  
● Develop and monitor progress in achieving short- and long-term goals for the Shelton athletic 

program. 

● Oversee the development of, compliance with, and communication to staff and appropriate 
constituents of key policies and procedures as well as applicable federal and state laws and regulations. 

This includes those involving student athletic eligibility, league/association rules and regulations (ie. TAPPS 

and NCAA), required paperwork and record-keeping, health, safety and maintenance standards, and 
contractual arrangements. 
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● Effectively represent Shelton and the athletic program in all interactions and activities (internal and 

external) and coordinate community involvement with public relations and development officers, the 
administration, and parent support groups. Travel to professional meetings and competitions is also 

included.  

● Be accessible and responsive to all constituent groups in matters pertaining to department programs 

and staff; regularly attend and be fully engaged in athletic and school-related activities. 

● Be responsible for most aspects of staff development in the Athletic/PE Department including 
supervision, mentoring and evaluation of staff and coaches and, in collaboration with Human Resources, the 

hiring process. 

● In collaboration with the Business Office, review and approve an annual budget for the Athletic 

Department to include purchasing and payment of equipment and supplies, coaching stipends and other 

departmental needs. 

● Oversee appropriate use of the gym and all other athletic spaces. 

● Manage the Master Schedule for Shelton Athletics, including athletic events, officials, trainers, 
parent groups and support staff; ensure communication through coaches and via the athletic department of 

practice schedules, upcoming games, transportation plans, and results of competitions. 

● Work with coaches to plan banquets, assemblies, parties and the purchase of awards and trophies 
for student athletes. 

● Prepare a monthly report for the Board; update and maintain Athletic Department web pages and 
Dallas Morning News information. 

● Perform any other duties as assigned by the Executive Director. 

 
Note: The above description is illustrative of essential tasks and responsibilities. It is not meant to 

be an all-inclusive list of every task or responsibility. 

 
Qualifications: Education, Knowledge, Skills, and Abilities 
● Bachelor’s degree in sports management, physical education or related field from an accredited 

college or university is required. Master’s in athletic administration preferred. 

● Minimum five years coaching experience (required) 

● Strength at building good relationships with constituent groups of student athletes, parents, 

faculty/staff members, administrators, and coaches. 

● Strong habits of attendance and punctuality.  

● Effective promotion of positive sportsmanship in policy, by word, and by example. 

● Knowledge of athletics, athletic programs, and physical fitness as well as the ability to develop, 

oversee and monitor the effectiveness of events, activities and programs in these areas. 

● Knowledge of applicable federal and state laws and regulations regarding school district athletic 

programs, safety and health, and other areas under responsibility. 

● Ability to understand, apply and use personal computers and software applications (e.g., Word, 

Excel, PowerPoint, Google Suite and scheduling software). 

 

How to Apply 
Applications may be submitted now through March 15, 2021. Interested applicants should email a letter of 

interest, résumé, and a list of five (5) references with all contact information (in PDF format) to 
karen@educationgroup.com or bob@educationgroup.com. For further information about the position and 

application procedures, please contact the school’s search consultants: 

 

       Karen A. Drawz 

                                                                           karen@educationgroup.com 

 

                                                                 Bob Kirkpatrick  

                     bob@educationgroup.com  
 

The Shelton School is an equal opportunity employer.  
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