Athletic Business Manager Job
Description

Duties and Responsibilities:

Manage personnel and student assistants, including recruitment,
selection, training, work assignment, evaluation, and termination
Coordinate and negotiate pricing contracts with different vendors,
including bid preparation, financial reports, and examination of team
and post season travel reports

Promote athletes and all the athletic organizations, and ensure that all
financial aspects meet requirements and run smoothly

Develop sports travel requests and inspection of transportation, and
housing and meals per state, as well as organizational policies
Manage the daily business and financial operations of the athletic team
or department, including handling of budgets, payroll, and travel,
ensuring that the team or department follows any guidelines or
regulations established by the organization

Examine and report on the financial performance of the department,
providing regular updates to senior administration and stakeholders
Supervise and coordinate some aspects of the sports information
program, the use of facilities, equipment, and supplies as required to
smooth the progress of programs

Work together with coaches, administrative staff, and university
officials to estimate financial requirements and plan for forthcoming
seasons and events

Collaborate with the administrative and coaching staff to determine
the manager process purchase requisitions, travel needs, and consent
to payment of invoices

Oversee financial data and analysis, and the processing of financial
transactions associated with all athletic programs

Build up advanced data analytic tools to generate short and long-term
financial projections concerning operating revenues and expenses
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Provide the overall administrative assistance to the athletic
department, including communication, record keeping, and scheduling
Manage the procurement and contracting procedure for athletic
equipment, facilities, and services across all sports programs

Collect and maintain information to support special reports,
recognition of records and accomplishments, and state and national
honors

Evaluate, settle, and track the division’s purchase requisitions, vendor
payments, and credit card transactions, maintaining accurate records
of outstanding balances, and ensuring proper documentation for final
approval by athletic management

Work expansively with several campus partners on exact reporting and
financial projections, such as Business and Finance Office, ticket office,
and other business units

Direct the growth of financial strategies to increase revenue streams,
such as fundraising schemes, sponsorships, merchandise, and ticket
sales.

Perform revenue resolution for Athletics Department income streams
to ensure exact financial reporting

Execute all transaction forms for full-time, part-time, and graduate
assistants, as well as special event staff members

Carry out thorough financial analysis and organize comprehensive
reports to aid in decision-making and strategic planning

Prepare financial reports, track expenses, and process invoices and
budgets.

Athletic Business Manager Requirements - Skills, Knowledge, and
Abilities

Job experience: Outstanding job experience with budget and finance

management, leading marketing schemes and handling of human
resources responsibilities. These are often gained through entry-level
positions and internships in sports management or related fields.
Communication: It's essential that athletic business manages possess
excellent verbal and written communication skills for the ability to
interact effectively with athletes, staff, sponsors, the public, and other
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stakeholders. Their communication skills must be clear, concise, and
adaptable so as to communicate their ideas in a way that will ignite the
interest of others and also encourage them to attend all sport events.

» Leadership: For athletic business managers to display good leadership
skills, they have to truly show proven ability to guide the teams
effectively by motivating athletes and staff, and promoting positive
change and teamwork to achieve short-term and long-term goals.

= Business Acumen: Athletic business managers need to understand
financial, marketing, and strategic aspects of the sports business. This
will help them examine marketing concepts as they apply to sports
organizations. There are topics to cover, including strategic market
planning and sponsorship, sports consumer behavior, and public
relations. With business acumen, they will also understand sports media,
marketing research, live events, and revenue generation.

= Networking: Building a network of professional relationships is very
important in an athletic business manager career. They should be able
to build career growth and success, and have access to new job
opportunities, valuable industry success, and help from mentors.

« Strategic Thinking: This involves the ability to think long-term, identify
opportunities, and plan well for the organization’s financial and overall
achievement. That means athletic business managers must be
innovative and creative to face challenges and solve problems. This will
help them foresee market trends and identify gaps to push a business
forward in the sports industry.

« Problem-Solving: Athletic business managers need to understand and
have the knowledge of the fact that sudden challenges and obstacles
must show up in their job career. Therefore, they must be capable of
solving problems by making quick decisions to ensure the smooth
running of events.

» Knowledge of Sports: This involves having to understand the sports
market, rules, and regulations guiding the industry. Understanding
trends is very important to navigate the unique challenges and
requirement of managing sports facilities and events.

» Motivation: Athletic business managers have to lead by example and
build a persuasive vision, and clearly communicate it to the team
members. It's important to understand what drives different teams and
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team members and determine how these can be integrated into
motivational strategies. Athletic business managers have to be active in
listening and delegate tasks to others when necessary.

« Time Management: For athletic business managers to ensure projects
are completed on time and resources used effectively, they need
excellent time management skills to achieve this. They must learn to
prioritize tasks, meet deadlines, and drive company objectives effectively
so as to maintain productivity and achieve long-term success.

» Conflict Resolution: To maintain team synchronization and promote
teamwork, athletic business managers first need to possess conflict
resolution ability. The skill helps them address disputes and manage
conflicts effectively using strategic thinking and active listening to ensure
employee satisfaction and productive workplace culture.

- Emotional Intelligence: Athletic business managers must recognize,
understand, and manage their emotions and the emotions of others.
This will promote a positive work culture and help them make strategic
decisions efficiently. They can easily perceive happenings around them
and listen actively when necessary.

« Negotiation: Since athletic business managers have the responsibility of
negotiating contracts and making deals that benefit the organization,
they need to possess this skill. Relying often on negotiation skills will
secure favorable deals and achieve company's goals. With this skill,
athletic business managers will be able to achieve strategic decisions
and promote strong professional networks in the workplace.

« Financial Intelligence: Having financial concepts is very crucial in an
athletic business manager career. This involves the ability to evaluate
and interpret financial data, using the information to make business
decisions. The skill will help you stand out as a competitive candidate for
a multitude of roles, create and manage budgets, and forecast finances.

« Organization: Athletic business managers need to successfully manage
multiple and complex schedules, event logistics, tasks, projects, travel
arrangements, deadlines, and other operational responsibilities. Getting
organized is part of their career; therefore, they need to possess the skill
for career success.

By jobdescriptionandresumeexamples.com. Learn more about the athletic business manager job.



https://jobdescriptionandresumeexamples.com/
https://jobdescriptionandresumeexamples.com/athletic-business-manager-job-description-key-duties-and-responsibilities/

