	Position
	Description
	Time

Commitment
	Term

	President
	Exec Board: Attends all board meetings and NorCal Fed President Meetings. Leads board meetings and presents all ideas to the board. Helps board implement actions decided on by the board. Responsible for insuring that the board and parent advisory committee follows everything through. 
	Year Round
	2 yrs

	Vice President
	Exec Board: Helps the president implement action decided on by the board. Responsible for insuring that the board elects all committee heads by May. VP is also the Field Marshall. Works with Parent Advisory & Information Director to ensure emails/newsletter information is accurate. Must attend every board meeting.
	Year Round
	2 yrs

	Secretary
	Exec Board: Takes the minutes from the meetings. With instruction by the President, provides information to the board and organizes board meetings. Also provides President with an organized packet for the monthly NorCal Presidents Meeting. Must attend every board meeting.
	Year Round
	2 yrs

	Treasurer
	Exec Board: Keeps a full set of books and is accountable to the NorCal Fed for all money/donations/sponsorships/out-going bills. They must also be responsible for all deposits; provide change for events. They must budget for every aspect of the organization and keep the organization profitable. Monthly and Yearly statements are required. Must attend every board meeting.
	Year Round
	2 yrs

	Registration Coordinator
	Exec Board: Organization. Must coordinate and organize all aspects of registration and player information. All registration fees go through the Registration Coordinator. Must work directly with the President, Treasurer, Cheer, Athletic Director & Volunteer Coordinator. Must attend every board meeting.
	9 Months
	2 yrs

	Athletic Director
	Exec Board: Responsible for ordering all equipment in a timely fashion and insuring that it is cleaned and repaired. Orders jerseys, with board approval. Organizes and schedules (2) Asst. Equip. Mangers. Works directly with the Coaches Coordinator. Must attend every board meeting.
	9 Months
	2 yrs

	Cheer Coordinator
	Organizes Cheer: Uniforms, Cheer Camps & Events, Scheduling, Hiring Coaches, etc. Sets the integrity that coaches are to keep, which is decided on by the Board. Also responsible, along with the Board, in disciplining coaches. Give the board a report on cheer at every board meeting. Must attend every board meeting. Works directly with the Cheer Registration. Also must attend monthly (2nd Monday of the month) NorCal Fed Cheer meetings in Yuba City.
	Year Round
	2 yrs

	Coaches Coordinator
	Meets with all coaches to sign coaches contract and explains contract to coaches. Sets the integrity that coaches are to keep, which is decided on by the Board. Also responsible, along with the Board, in disciplining coaches. Help the board develop a symmetric scheme for feeding each squad onto the next, eventually to Midgets and on to the schools. 
	9 Months
	2 yrs

	Parent Advisory & Information Director
	Coordinates webpage & newsletter, with the help of the Vice President. Sends out informational emails to the parents, per the board and “team mom” emails to each squad. Liaison between parents and board. Coordinates information between board & sub-committees. Keeps everyone informed with important information. Must attend every board meeting.
	9 Months
	1 yr

	Team Parent Coordinator
	Must find (2) Team Parents per squad, working directly with the coaches.  Liaison between board and team parents. Work with each team parent in setting up snacks for games and organizing end-of-the-season parties.  Works with Parent Advisory & Information Director to ensure emails/newsletter information is accurate.
	7 Months
	1 yr

	Team Parent
	2 per squad: Work directly with the Team Parent Coordinator, Coaches, Registration Coordinator, and Information Director. Organize snack for games, end-of-the-season party for your squad. Responsible for passing out newsletters each week and insuring that players’ parents are aware of upcoming important information. With coaches, provide Information Director with weekly game stats, due Sunday following game; and a weekly “write-up” for newsletter which must be emailed to the Parent Advisory & Info Director every Wed and approved by Board. 
	7 Months
	1 yr

	Team Photographer
	1-2 per squad: Work directly with Parent Advisory & Information Director and Team Parent. Must have access to a high quality digital camera. Take action photographs at every game. Provide Parent Advisory & Information Director with approx. 50-75 photographs, by the Wed following each game, on a CD. Photographs will be used in the newsletter and on the website.
	4 Months
	1 yr

	Volunteer Coordinator
	Organizes entire volunteer status through the help of the Team Parents. Also works directly with the Registration Coordinator. Works with the Information Director to insure that updated information is posted on the website. All schedules are pre-determined, posted on the website and at each station the day of the function.
	9 Months
	1 yr

	Asst. Volunteer Manager
	(2) – Physically follow through with what has been organized by the Volunteer Coordinator. At each home game, one will be available in the AM and one in the PM. Hold parents accountable for their assigned shifts.
	4 Months
	1 yr

	Registration Asst.
	Assist Registration Coordinator in all aspects of Registration
	9 Months
	1 yr

	Adult Registration/NorCal Fed Badge Coordinator
	Responsible for collecting all NorCal Fed applications from volunteers. Completes all paperwork associated with creating badges.
	
	1yr

	Donations & Sponsorship Coordinator
	Form a small group of volunteers to solicit donations and sponsorships. Solicit item donations for items for each home event (see event calendar). Keep a spreadsheet of donations, expected donations, and present it to the Treasurer monthly at Board meetings. Orders Field Signs and Banners for home games. Provides list of sponsors to announcer at each home game. Provides Information Director with digital files of sponsor’s logos. “Thank You”s to be handled at the end of the season.
	9 Months
	1 yr

	Asst. Sponsorship Coordinator
	2 (1 – AM, 1 – PM) – Physically responsible in charge of game-day signage and that announcer receives information.
	4 Months
	1 yr

	Merchandise Coordinator
	All items priced/ordered and inventory is presented to the Board in a timely fashion. Keep an accountability on hand at all times. Must be available to sell Merchandise Thursday nights after practice and in charge at all home games. Possibly implement online sales. This is separate from staff attire and player uniforms
	7 Months
	1 yr

	Raffle Ticket Coordinator
	Responsible for distributing tickets to all players/cheerleaders and insuring that all funds are collected and that ticket stubs are turned in. Must also record of the amount of tickets each player/cheerleader has sold. 
	3 Months
	1yr

	Concession Coordinator
	Obtain approved menu from board. Order items necessary & price items for profit. Be available at each home game.
	4 Months
	1 yr

	Gate Keeper
	Home game set up and tear down. Security for gate and parking lot
	4 Months
	1 yr

	Field Coordinator
	Insures that only badge holders are on the field during games.
	4 Months
	1yr


*Board Members are voted on every two years, but the elected members decide on positions within the board. While members are voted in every two years, their position within the board can change after 1 year.*

**These descriptions are an overview of the responsibilities of the position and do not include everything that may be involved.**
