
 

The Maryland Interscholastic Athletic Association (MIAA) is conducting a search for an 
Executive Director.  The MIAA is the athletic governing body for 29 private schools in and 
around the Baltimore metropolitan area. 

Employment for this position will begin July 1, 2022.  This may be a full-time or part-time 
position and responsibilities may be adjusted accordingly.  When applying, please indicate 
if full or part time status is preferable. 

Interested applicants should email a resume to Sandi Chisholm, Administrative Assistant 
to the Executive Director at sandi@miaasports.net.   

A job description is below.   

Executive Director Job Description 

General Description 
The Executive Director is to assure the execution of policy, to serve as the association’s spokesman to the media 
and membership, to act in the name of the association in emergency situations as stipulated in the By-laws, to 
oversee the operation of the individual Sports committees, and to serve as secretary and treasurer.   

Qualifications 
1. Must have earned a bachelor’s degree (masters preferred), preferably in an athletic-related field. 
2. Must possess strong people and social skills. 
3. Must have experience in athletic administration and/or coaching. 
4. Must possess strong verbal and written communication skills. 
5. Must demonstrate proficiency in the administration of financial matters. 
6. Must demonstrate the ability to view situations objectively. 
7. Must be available to delegate and dedicate the time required to accomplish the duties of the Executive 

Director 

Specific Duties and Responsibilities 
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1. Work closely with the Chair of the Board of Governors and the President of the Executive Committee 
2. Prepare and present agendas for meetings of Board of Governors and the General Council 
3. Serve as a non-voting member of the Board of Governors and as a voting member of the Senior 

Leadership Committee 
4. Conduct appeals meetings with the Senior Leadership Committee 
5. Oversee the Executive Committee 
6. Work with the Executive Committee in establishing ad hoc committees 
7. Assist Athletic Directors is proposing legislation to the General Council 
8. Hire administrative assistant (as directed by the General Council) 
9. Work directly with legal counsel 

a. Consult with legal counsel concerning any challenge to the By-laws, guidelines, and policies 
b. Seek advice of legal counsel when preparing or proposing policy with regards to legal or 

litigious ramifications 
10. Maintain all accounting aspects of the Association 

a. Banking 
b. Accounts Payable 
c. Accounts Receivable 
d. Payroll 

11. Develop the budget and related financial affairs 
a. Administer and recommend dues structure to Board of Governors 
b. Oversee special assessments and billings 

12. Arrange for an annual financial review prepared by an accredited accounting authority and present to the 
Board of Governors and General Council 

13. Obtain necessary insurance coverages 
14. Solicit and secure corporate sponsorships 
15. Arrange and maintain office space for Association personnel, furnishings and records 
16. Oversee the adherence of MIAA policies and procedures by all member schools 
17. Keep adequate records of Association business and provide member schools with minutes from each 

official meeting of the MIAA 
18. To be proactive in fostering a relationship between the MPSSAA, IAAM and the MIAA 
19. Assure working relationships with the MIAA Athletic Trainers & Sports Medicine Advisory Committee 
20. Maintain membership in the MSADA and support continued professional development opportunities 
21. Continually strive for the safety and well-being of all student athletes 
22. Establish a positive working relationship with all approved officials’ groups and negotiate contracts with 

the same 
23. Negotiate and oversee agreements for use of non-member school facilities 
24. Seek and negotiate contract for website management 
25. Work in conjunction with the administrative assistant to maintain the consistency and integrity of league 

policy and procedures 
a. Arrange, manage and attend varsity championship events 
b. Maintain the viability of the eligibility verification process 
c. Prepare and/or revise the Policies & Procedures booklet 
d. Insure timely release of all seasonal schedules for all levels 
e. Communicate with athletic directors and heads of schools regarding suspension issues 
f. Organize and document Association required forms 
g. Oversee and schedule the process for movement of schools between conferences every two years 
h. Arrange and organize the annual summer workshop 



26. Oversee the day-to-day operations of the Association 
27. Perform any other duties as mutually agreed upon by the Executive Director and General Council 


