ORHS VOLLEYBALL BOOSTER CLUB POSITIONS

EXECUTIVE BOARD – Position filled by election for a one year term.  

President
· Provide vision, coordination & leadership of Booster Club.
· Plan and conduct Booster Club meetings.
· Meet with Athletic Director, as needed.
· Complete Booster Club paperwork to file with ORHS, as needed.
· With treasurer, secure insurance for Booster Club activities held outside the school year.
· Coordinate with ORHS regarding Booster Club activities.
· Get advance approval for fundraisers.
· Secure regular meting space.
· Assist Coach with administrative Duties.
· Work with Carmen to coordinate Early Bird Tournament with HVA and Farragut.
· Pick up Carmen’s/Booster Club’s email at ORHS; distribute as necessary.
· Either get (or assign someone to get) cash boxes for concession and ticket sales before all home games/tournaments.
· Fill in the gaps where needed on all work schedules.

Vice President
· Lead Booster Club activities when President not available.
· Attend all Booster Club meetings
· Fill in the gaps where needed on all work schedules
· Fundraising Coordinator: 
· Seek out/promote new fundraising ideas.
· Seek donations from local businesses for food or other items.
· Coordinate with local businesses to have “ORHS night” (Chick Fil A, Papa Murphy’s, Salsaritas, etc.)
· Work closely with Treasurer to ensure success.


Treasurer
· Provide cash boxes for all events needed, collect them, make deposits.
· Pay all Booster Club bills on time.
· Reconcile Booster Club checking account monthly.
· Prepare & submit reports to State for Booster Club.
· Collect & document all money for all fundraising activities. 
· Document all inflow and outflow of money throughout the year in Quicken or Excel.  Create hard copies for audit purposes.
· Prepare accounting reports to Booster Club and ORHS, as needed.
· With president, secure insurance for activities held outside the school year.
· Attend all Booster Club meetings.
· Fill in the gaps where needed on all work schedules.

Secretary
· Attend all Booster Club meetings & create minutes for State requirements of each meeting
· Coordinate the maintenance &/or maintain Booster Club website.
· Email minutes of Booster Club meetings to all boosters & coaches after each meeting.
· Order banners per fundraising efforts.  Work with treasurer.
· Fill in the gaps where needed on all work schedules.

SHORT TERM DUTIES - position filled by volunteer or appointment

· Concession Lead
· Inventory concession stand before all events and coordinate with shopper to restock.
· Watch over worker and homemade food donation signup sheets (posted on Booster Club website.)  Remind people to sign up, if necessary.
· Sign up to open and/or close concession stand at each of the tournaments to make sure everything is in good shape.
· Be an emergency contact in case something goes wrong in concession stand.

· Shopper
· Shop for Concession stand items (usually at Sam’s Club or Costco, though some shopping may be able to be done at local stores, especially as the season wraps up.)
· Make sure whatever was needed is in the concession stand before tournament/game time.  (Players can help.)

· Gear Coordinator
· Coordinate with Carmen
· Oversee size collection on Booster Club website.
· Collect money, order, distribute.

· End of Season Banquet Coordinator
· Coordinate date with Carmen and ORHS (reserve cafeteria)
· Cater food, drinks, etc.
· Gifts/cards for coaches.
· Decorate (decorations previously used in storage)
· Collect money from player families.

· Away Pre-Game Meal Coordinator(s)
· Plan and/or Deliver to ORHS at the end of the school day Pregame player meals for away games (meals paid for by Booster Club)

· Public Relations Coordinator
· [bookmark: _GoBack]Take/Collect photos & write/collect articles to send to newspaper and ORHS for publication.


