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Prestonwood Christian Academy                   Job Description 
 

Position:  Athletics Assistant and Website Aide         Reports to: Athletics Coordinator 
Classification: Hourly, Non-Exempt  
Schedule: M – F, 7.5 hours per day, August - May   
      

 
Mission:  To assist Christian parents by helping equip students to embrace biblical truth, strive for academic 
excellence, and model Christ-like leadership to influence their homes, churches, and communities for Christ. 
 
Employee Profile: 
Spiritually, the employee shall possess characteristics that reflect: 

 Acceptance without reservation of the PCA doctrinal beliefs 

 A strong clear Christian testimony 

 A mature, godly spirit 

 A person of faith and prayer 
 
Personally, the employee’s life shall reflect: 

 A lifestyle of biblical integrity 

 A spirit of dedication, commitment, flexibility, and responsiveness 

 The ability to listen and respond to counsel 
 
Summary:  This position requires someone who has a servant’s heart and an interest in sports. This team player 
needs to be self-motivated, a good problem solver, conscientious, and able to stay focused on a task in a shared 
office space. The ideal candidate likes to do a variety of tasks ranging from updating website layouts to event 
planning to helping clean out the locker rooms at the end of the season. 
 
Duties and Responsibilities: 

 Responsible for all athletic pages of the PCA Website which includes editing, posting content and updating 
design layouts routinely 

 Assists in processing officials paperwork 

 Assist in processing gate and concessions monies, especially during football and basketball home games 

 Responsible for special athletic event planning (approximately 15 per year from big to small) 

 Assist Athletic Coordinator with schedules, Service U, rosters and TAPPS/PCA athletic paperwork 
 

Qualifications/Skills: 
 

 Good computer skills and knowledge of Word, Excel, Outlook and Google docs 

 Comfortable with MacBook and Apple apps 

 Knowledge of Final site Website a plus 

 Organization, multi-tasking, and time management skills necessary 

 Professional telephone and office etiquette 

 Excellent communication skills 

 Flexibility to work on different projects as needed 
 
Physical Requirements and Work Environment: 

 Regularly sit, talk, walk, hear, and to visually intercept visitors 

 Be able to occasionally lift between 30 – 50 pounds 
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 Regularly use close and distance vision 

 Works at desk and computer screen for extended periods of time 

 Turns, bends, reaches and may occasionally use a step stool or ladder 

 Works well under pressure and constant interruptions 

 Works primarily in a traditional climate controlled office environment with occasional outside travel 
between buildings or on trips 

 
PT 30+ Benefits Package: 

 Paid Medical plan for employee 

 50% Tuition discount for two youngest enrolled students 

 Six days Paid Time Off 
 
 


