
 
The University of Iowa - Department of Intercollegiate Athletics 
Job Description 
 

Vacant 
Assistant Director, Football Recruiting 

 
University Classification/Job Code: Admin Services Specialist – PAA2 – 3B 
Working Title:  Assistant Director, Football Recruiting 
Staff Type:  Professional & Scientific 
Type of Position:  Regular, 100% time; Probationary; FLSA Exempt 
Salary Range:  $44,922 - $54,000   
Job Function: Administration 
Job Family: Administrative Services 
Position #: 00260361 
Administrative Supervisor: Tyler Barnes 
 
Job Family Purpose Statement 
Contribute to the success of a project, program, unit, department or college/division by providing 
administrative services through the coordination and support of operations and/or lead the 
organization by planning, directing, and evaluating operations. This job family has a broad range of 
duties with varying degrees of complexity and includes positions that provide administrative services 
to other functions. 

 
POSITION SPECIFIC SUMMARY 
 
The Assistant Director, Football Recruiting is responsible for providing administrative support to the 
Director of Football Recruiting and Director of Football Player Personnel in all aspects of the 
recruiting process and in support of the day-to-day planning of the University of Iowa Football 
program, utilizing exceptional interpersonal skills and abilities to interact with internal and external 
constituents, exercising a high degree of independent judgment, confidentiality and attention to detail. 
This position requires some travel, work in the evenings, on weekends and holidays.  
 
ATHLETICS JOB EXPECTATIONS INCLUDE: 

 Embraces the Win. Graduate. Do It Right. philosophy of the Department of Intercollegiate 
Athletics, as stated in the departmental mission and its accompanying values and 
commitments. 

 Commitment to team goals and shared accomplishments.  Excellent interpersonal skills and 
ability to understand group dynamics and drive results. 

 Adheres to the rules and regulations of the University, the Big Ten Conference and the NCAA; 
commits to reporting any Big Ten or NCAA violations involving the University of Iowa to 
departmental compliance personnel. 

 Contributes to the development of an environment for student-athletes that is healthy, safe, 
equitable, and culturally diverse.  Establishes a positive relationship with student-athletes, 
founded on fairness, openness, honesty, and leadership opportunity. 
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 Manages resources and petitions for change in a way that minimizes gender bias and 
maximizes compliance with federal and state laws regarding gender equity.  Acts as an 
advocate for any student-athlete, employee, or program that experiences unjustified inequity. 

 Contributes to the recruitment of a diverse population of student-athletes and 
employees.  Promotes a welcoming climate that enhances the overall experience for all 
members of the Athletics Department. 

 
KEY AREAS OF RESPONSIBILITIES AND SPECIFIC JOB DUTIES AND TASKS 

 
Operational Support and Management 
Assist with planning, developing, 
coordinating and implementing 
short and long range goals as 
outlined in the strategic plan for the 
project, program, unit, department, 
or college/division. 
 Assist with assuring compliance 
with various policies or procedures 
(e.g., Safety, Human Resources, 
and Purchasing). 

• In consultation with coaches, maintain and update the 
recruiting database and coordinate internal audit 
requests.  Maintain records for five years for NCAA 
audit purposes. 

• Assist coaching staff and personnel staff with 
gathering prospect information and cataloging. 

• Assist with the initial evaluation of high school 
prospect film and communicate with position coaches 
and personnel staff as needed. 

• Assist Head Coach, Coaching Staff and personnel 
staff with research projects pertaining to football 
recruiting. 

• In consultation with coaches and the personnel staff, 
help set up and coordinate unofficial and official visit 
schedules and other recruiting functions.   

• Assist Coaching Staff and personnel with recruiting 
travel and logistics. 

• Assist with organization and execution of summer 
prospect sports camps, as needed, and coordinate 
the use/scheduling of visiting high school coaches.  
Perform other duties or responsibilities as assigned 

 
Human Resources (HR) 
Exercise knowledge of HR policies 
and procedures; may provide basic 
guidance and advice. 
May serve as Unit Human Resource 
Representative.  
May provide functional and/or 
administrative supervision of staff.  
May initiate and approve routine HR 
transactions. 

• Provide guidance and make recommendations to 
maintain a healthy and productive work environment.  

• Assist Director of Athletics with performance 
management tools and resources. 
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Financial Responsibility 
Analyze, monitor and report 
financial data, information and 
reports.  
May initiate and/or approve routine 
fiscal transactions. 

• May assist with purchasing requests for football 
recruiting initiatives and events. 

 
Strategic Planning 
Assist in the 
coordination/preparation of strategic 
plans in support of the Dean, 
Director, DEO or VP. 

• Support the strategic planning and preparation efforts of 
UI Head Football Coach, Assistant Football Coaches 
and Administrators. 

 
Information Management 
May research information to 
facilitate communication process. 

• Organize and manage the ACS Compliance Database 
as well as XOS Scout Recruiting Database in regards to 
prospect information and reports. 

• Support the coaching staff with all needs pertaining to the 
ACS Compliance Database, the XOS Scout Recruiting 
Database and HUDL film. 

 
 
Communications Management 
May develop and coordinate 
internal and external 
communications. 

• Help coordinate and execute the recruiting communication 
plan throughout each recruiting cycle in term of mailers, 
digital communication and program branding. 
 

• Maintains effective working relationships with staff, 
donors, students and the public. 

 
UNIVERSAL COMPETENCIES 

 
Collaboration/Positive Impact (Proficiency level:  Working) 
Ability to work with a variety 
of individuals and groups in a 
constructive and civil manner 
and utilize existing resources 
and learning to achieve or 
exceed desired outcomes of 
current and future 
organizational goals/needs.  

• Shares appropriate information/feedback openly, 
professionally and respectfully. 

• Models open, respectful, accepting, and supportive 
behaviors with team members. 

• Maintains productive work relationships while considering 
multiple perspectives and using effective conflict resolution 
practices. 

• Aligns expectations for self and team to achieve work 
objectives and overcome obstacles. 
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Welcoming and Respectful Environment  (Proficiency level:  Working) 
Ability to foster a welcoming 
and respectful workplace 
environment while 
recognizing personal 
differences. Ability to work 
with a variety of individuals 
and groups in a constructive 
and respectful manner while 
appreciating the importance 
of a workforce that benefits 
from the talents of all people 
across multiple 
characteristics, including: 
race, creed, color, religion, 
national origin, age, sex, 
pregnancy (including 
childbirth and related 
conditions), disability, genetic 
information, status as a U.S. 
veteran, service in the U.S. 
military, sexual orientation, 
gender identity, or 
associational preferences. 

• Maintains productive work relationships while considering 
multiple perspectives. 

• Resolves cross-cultural conflicts effectively. 
• Understands and describes the unit’s commitment to 

creating a workplace environment where people of all 
backgrounds and perspectives feel welcomed and 
appreciated, and the reasons for its importance. 

• Contributes to a welcoming and respectful workplace 
environment as described above 

 
 
Service Excellence/Customer Focus (Proficiency level:  Working) 
Ability to meet or exceed 
customer service needs and 
expectations and provide 
excellent service in a direct or 
indirect manner.  
Ability to effectively transmit 
and interpret information 
through appropriate 
communication with internal 
and external customers. 

• Enhances service by seeking ways to add value to customer 
interactions/services. 

• Demonstrates sincere concern and takes responsibility when a 
customer complains, even if the cause of the problem lies 
elsewhere.  

• Listens to feedback without defensiveness and uses it to 
enhance communication effectiveness. 

• Communicates in alternative ways to accommodate different 
listeners. 

 
TECHNICAL COMPETENCIES 

 
Budgeting (Proficiency level:  Working) 
Knowledge of, and ability to 
apply, policies and practices 
for planning and 
administering a budget. 

• Applies established organizational practices in budgeting. 
• Uses budgeting and charge-back practices within own area. 
• Supplies supporting information and justification for major line 

items. 
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• Under guidance, produces budget reports of planned vs. 
actual expenses with variances explained. 

• Documents capital appropriations and project authorizations. 
 
Human Resources Policies, Strategies and Environment (Proficiency level:  Working) 
Knowledge of major 
responsibilities, 
accountabilities, and 
organization of the Human 
Resources (HR) function or 
department; ability to use and 
effectively administrate the 
organization's HR policies, 
strategies and environment. 

• Executes the mission, vision and objectives of the HR 
function. 

• Implements major HR programs, initiatives and issues within 
the organization. 

• Follows standard processes for handling HR policy breaches. 
• Provides feedback for the improvement of organizational HR 

policies, strategies and environment. 
• Produces an organizational development model used within 

the organization. 
 
Office Administration (Proficiency level:  Expert/Leader) 
Ability to carry out ongoing 
office administration tasks 
effectively and efficiently in 
support of local and remote 
teams. 

• Demonstrates in-depth knowledge of full spectrum of 
enterprise office administration activities. 

• Organizes and coordinates large meetings and conferences. 
• Discusses industry and marketplace trends and directions for 

office administration. 
• Participates in designing office administration function and 

workflow. 
• Contributes to office administration improvements and best 

practices. 
• Monitors effectiveness of support staff; recommends 

improvements. 
 
Operational Functions (Proficiency level:  Working) 
Knowledge of major 
functional processes and 
associated operating 
requirements; ability to apply 
this knowledge appropriately 
to diverse situations. 

• Carries out assigned responsibilities that contribute to dept's 
function within the organization. 

• Seeks guidance when assigned goals seem in conflict with 
other departments or overall strategy. 

• Works with awareness of own dept's key operating issues and 
its key players. 

• Is open to guidance re impact of own dept's work on other 
units in organization. 

• Seeks advice regarding relevant regulatory and reporting 
environments. 

 
Planning: Tactical, Strategic (Proficiency level:  Working) 
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Ability to contribute to 
operational (short term), 
tactical (1-2 years) and 
strategic (3-5 years) planning 
in support of the overall 
business plan. 

• Contributes to short-term operational plans. 
• Monitors progress of work against plan as required to meet 

objectives. 
• Reports variances and makes agreed-upon corrections. 
• Under guidance, develops tactical plan for own direct 

responsibility. 
• Anticipates and adapts to plan changes. 

 
PROFICIENCY LEVELS ARE DEFINED AS:  
 

Basic Knowledge: Uses basic understanding of the field to perform job duties; may need some 
guidance on job duties; applies learning to recommend options to address unusual situations. 
 
Working Experience: Successfully completes diverse tasks of the job; applies and enhances 
knowledge and skill in both usual and unusual issues; needs minimal guidance in addressing 
unusual situations. 
 
Extensive Experience: Performs without assistance; recognized as a resource to others; able to 
translate complex nuances to others; able to improve processes; focus on broad issues. 
 
Expert/Leader: Seen as an expert and/or leader; guides, troubleshoots; has strategic focus; 
applies knowledge and skill across or in leading multiple projects/orgs; demonstrates knowledge 
of trends in field; leads in developing new processes 

 
POLICY EXPECTATIONS 
As part of performing the key areas of responsibility and competencies described above, staff 
members are expected to meet reasonable standards of work quality and quantity, as well as 
expectations for attendance established by their supervisor.  Staff members are also expected to 
comply with policies governing employee responsibilities and conduct, including those contained in 
the University Operations Manual and UI Work Rules.  
 
POSITION QUALIFICATIONS 
 
 
Required qualifications:   
 

• Bachelor’s degree or an equivalent combination of education and experience;   
• Minimum of one year full-time administrative work experience within football recruiting at the 

NCAA level; 
• Professional experience working effectively with individuals from a variety of backgrounds and 

perspectives, demonstrating strong interpersonal skills and ability to build trusting 
relationships;  

• Excellent attention to detail, organizational and critical thinking skills, and ability to be 
proactive; 

• Demonstrated ability to work independently to complete multiple projects and meet deadlines 
simultaneously; 

• Excellent written and verbal communication skills;  

http://opsmanual.uiowa.edu/
http://hr.uiowa.edu/tools-departments/work-rules
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• Must be proficient in basic office support software, such as Microsoft Word, Excel, Outlook 
calendaring, Zoom, Skype, etc.;  

• A valid U.S. driving license and the ability to meet and maintain University of Iowa Driving Policy 
standards.  

 
 
Desired qualifications:  
 

• Full-time administrative experience working within football recruiting at the Division one level 
highly desired; 

• Knowledge of University policies, procedures and regulations;. 
• Basic knowledge and understanding of the professionalism and intensity necessary to 

successfully contribute to a Division I football program. 
 
 
 

https://opsmanual.uiowa.edu/administrative-financial-and-facilities-policies/risk-management-insurance-and-loss-prevention-5
https://opsmanual.uiowa.edu/administrative-financial-and-facilities-policies/risk-management-insurance-and-loss-prevention-5
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