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Adopted Commissioner Job Description

May 16, 2013

The Commissioner is the chief administrator of the Conference, responsible for the day-to-day conference operations and providing leadership for all Conference operations.  The Commissioner reports directly to the Chair of the Athletic Directors Council and works collaboratively with the Presidents Council, Executive Committee and the Athletic Director’s Council on all operational and strategic initiatives.  The Commissioner provides support and guidance to all other conference leadership groups, including the Student-Athlete Advisory Committee, Senior Woman Administrators, Faculty Athletics Representatives, Sports Information Directors, and Athletic Trainers.

Essential Responsibilities:

· Provides overall direction for the development and implementation of a comprehensive Conference strategic plan.

· Oversee the administration of all day-to-day conference operations.

· Oversees the annual budget planning process and long range budget planning, reporting on a quarterly basis, and is responsible for ensuring that all financial policies and procedures are followed.  

· Distributes NCAA grant money and oversees programming in conjunction with NCAA grant policies and guidelines.

· Develops schedules for the regular season competition and Conference championships for approval by the Athletic Directors and provides administrative support at all championships. 

· Serves as the Conferences’ chief rules compliance and enforcement officer, interpreting and distributing information on the NCAA and GNAC Constitution & Bylaws, rules and policies; as well as reviewing and administering all NCAA medical hardship waivers.

· Directs the management, supervision, and evaluation of all conference staff, including the Assistant Director for Media Relations and interns.

· Directs the management and supervision of sports information/marketing functions and the oversight of the GNAC website.

· Ensures the formulation and implementation of policies and procedures, in accordance with the Conference strategic plan and NCAA Bylaws.

· Serves as the liaison between the athletic directors and Presidents with the NCAA, and other athletic conferences and professional associations.

· Establishes and maintains relationships with appropriate regional and national athletics associations.

· Represents the Conference with internal and external constituencies.

· Performs other duties as assigned by the Chair of the Presidents Council, Executive Committee, and Athletic Directors.

Specific Responsibilities:

Office Operations:

· Ensure the office has the necessary equipment and supplies to facilitate conference business.

· Purchase, maintain and inventory office equipment and supplies as needed.

· Manage the technology needs of the conference.

Budget:

· Provide the Finance/Audit Committee a detailed 3-year budget with supporting detail for presentation to the Athletic Directors and Presidents Council for their review and approval.

· Provide the conference Treasurer with the information necessary in the preparation of the budget reports distributed to the Athletic Directors and Presidents Councils.  Budget reports should include operating, grant, and reserves.

· Develop conference financial transaction policies and procedures in accordance with acceptable accounting practices in conjunction with the Treasurer.

· Maintain appropriate accounting records of the conference and facilitate submission of an annual financial review and tax return via the conference accounting firm. 

· Oversee, track, and distribute NCAA conference grant allocations.

· Provide written procedures/deadlines for the request of institutional individuals (FAR, SWA, Direct Reports) grant money (Tier 1)

· Pursue sponsorships for the Conference to generate an annual income of between $1000 and $5000.  
Conference Meetings and Correspondence:

· Prepare and disseminate the agendas for all Presidents Council, Athletic Directors Council, and Executive Committee meetings in consultation with the Chair of the Athletic Directors.

· Disseminate the minutes/action items within two weeks for all Athletic Directors Council meetings.

· Prepare and disseminate minutes within two weeks for all Presidents Council and Executive Committee Meetings.

· Prepare and distribute an Executive Summary to the Presidents Council within two weeks of the Athletic Directors Council meeting in consultation with the Athletic Directors Council Chair.

· Ensure that the administrative section on the website is updated and includes posting the minutes for all conference meetings as well as pertinent conference documents/policies.

· Work collaboratively with the Presidents Council Chair and Athletic Director’s Chair on projects requested by both groups.

· Draft letters and/or appropriate documents for the Chair of the Athletic Directors Council.

· Handle all conference correspondence.

· Facilitate the flow of information formally and informally between conference committees.

· Organize and facilitate all meetings of conference committees, including Senior Woman Administrators, Faculty Athletic Representatives, sports Information Directors, Athletic Trainers, and Student-Athlete Advisory Committee; participate on all sports post-season conference calls as schedule permits
· Update, compile and distribute the conference bylaws, conference manual, sport guidelines, directories and calendar in a timely fashion on an annual basis.

· Follow-up on all action items to ensure completion in a timely manner.

· Review all hardship waivers and issue a decision.

· Provide the Presidents and Athletic Directors Councils with an annual report (utilizing report template), as well as any other reports throughout the year. 

Scheduling:

· Adhere to the scheduling principles and priorities established by the conference.
· Prepare regular season schedules for approval by the Athletic Directors Council.

· Coordinate the distribution of approved schedules via the website.

Conference Championships:

· Oversee all conference championships by providing support to host institutions (prepare seeding and bracket information, confirm contest schedule, address issue pertaining to weather and schedule conflicts).

· Participate on pre-championship conference calls, as necessary.

· Attend championship events and participate in the awards ceremony at the conclusion of each championship when possible.

· Process applications for access to NCAA Championships for team sports with automatic qualifiers.

· Provide event support as needed.

· Order and distribute all conference awards and certificates. 

· Oversee the distribution of external communications regarding All Conference Teams and Academic All Conference.

Internal and External Relations:

· Create and submit applications for appropriate NCAA grant opportunities in consultation with the Executive Board.

· Represent the conference at regional and national meetings (NCAA Convention, Division III Commissioner Meeting).

· Solicit and submit nominations for NCAA Committee vacancies.

· Explore ways to market the Conference and negotiate sponsorship agreements with vendors.

· Coordinate the completion of the NCAA Division III Self-Study Guide.

· Complete and submit the NCAA Demographics and Sport Sponsorship reports to the NCAA.

Rules Interpretations:

· Serve as the GNAC Compliance Officer and provide interpretations of NCAA and GNAC rules to member institutions.

· Evaluate and provide rulings on all Medical Hardship Waivers

· Provide assistance to members regarding NCAA Transfer and Eligibility rules, as well as provide support in rules violations reporting.

· Distribute NCAA and GNAC rules updates as appropriate to all athletic directors and sports liaisons in a timely fashion.

Other Responsibilities:

· Hire, supervise and evaluate the Director of Media Relations and other conference staff, including interns.

· Ensure the website is updated in a timely fashion.

· Develop an evaluation form for the Director of Media Relations and solicit feedback from the SIDs.

· Ensure accountability from conference members regarding conference policies, procedures, and protocols.

· Organize and facilitate an annual meeting of the President’s and Athletic Directors Council.

· Provide orientation for new member institutions.

· Serve as an ex-officio member of the President’s and Athletic Director’s Councils and Executive Committee.

· Work with the SAAC Advisor in the organization and support of SAAC activities.

· Make appointments to all conference standing and ad hoc committees in conjunction with the Chair of the Athletic Director’s Council.

· Perform other duties as assigned by the Chair of the Athletic Directors Council or as directed by the Presidents Council.
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