SWHS Girl’s Soccer Booster Club Roles and Responsibilities
	Role
	Description
	Done when?
	Interacts with?
	Hrs required
	Skills needed
	Other duties

	Booster President(s)
	Liaison between coaches, parents, other boosters (girl’s and boy’s teams) and players. Provide direction and support in each event or where requested. Recruits and helps fill booster roles. Sets meetings with boosters. Oversees the program and other roles.
	Spring (pre-season planning)
Summer (Soccer camp and gearing up for tryouts and picnic)
Fall season (supporting the teams for the season) and summarizing events/season details
	Athletic Director (AD), Coaches, all Booster Club roles, parents and players
	Varies based on season. Heaviest load in August preparing for tryouts, season and picnic. Average 3-4 hours per week.
	Project management, good communication skills
	Approves expenditures and submits to the Treasurer. Ensuring other roles are completed. A lot of email communications with boosters, parents, coaches.

	Team Parent
	One parent required for each team (Freshman, Sophomore, JV and Varsity). Serves as team specific communicator. Includes schedules, transportation, reminders as needed.
	Entire soccer season
(August-November)
	Team specific parents, players.  Email communicator and other “Team Parents”, Website coordinator
	2-3 hours per week
	Email distribution set up
	

	Email Communications
	Compile and maintain distribution lists by teams/parents/players. Send email communications from coaches and booster club.
	Entire soccer season
(August-November)
	AD, Coaches, Booster Club roles, parents and players
	2-3 hours per week
	Email distribution set up
	

	Website Coordinator
	Maintains women's soccer website.
	June - November
	Booster President, Coaches, Team Parents, other boosters as needed
	Varies, 3-5 hours per week early in the season, 1-2 hours per week during season
	Knowledge of MPS web site tools, Word and Excel.
	Posts tryout information as teams are announced. Loads rosters and schedule/results information. Keeps info updated and current. Loads pictures for each team. 

	Treasurer
	Keep accurate and timely financial records; present balance sheet periodically. Deposit checks and distribute reimbursements in a timely manner. Budgets for the following year and keeps club within budget goals for the season.
	Entire soccer season
(August-November)

Budget summaries and planning for following year.
	Club boosters, Fundraising Coordinator, those submitting forms for reimbursement. Bank. 
	1-2 hours per week
	Excel, accounting skills
	Maintains the booster club check book and works with the bank. 

	Concessions Coordinator
	Purchase and organize snack items to sell at games. Orient and assist the two-person volunteer crew at each home game. Assist with closing out after each game.
	Entire soccer season
(August-October)

	AD, Parent Volunteers, Website coordinator (post schedules and volunteers), Treasurer
	2-4 hours per week, depending on game schedule
	
	Can count for beverages reported to the Athletic Director.

	Fundraising Coordinator
	Set the dates; organize fundraising material. Coordinate the events, such as car wash, ice cream night, Chipotle, etc
	Entire soccer season
(August-October)

	Booster Club President, Treasurer, Email Communicator
	Varies around each event. Mainly email communications, flyers.
	
	Helps reach budget goals with the Treasurer.

	Registration Assistant
	Be present, organize handout material, contact info for sports registration evening at the school and tryouts (along w/2-3 other parents).
	During Summer soccer camp, sports registration evening, tryouts
	AD, Boy’s Soccer Boosters for camp, Coaches, AD for tryouts
	During events, 6 hours total
	
	Help players during tryouts and work out issues with AD

	Photographer
	Capture the season in photographs to help create year end video. Help is needed from parents from each team to capture photos.
	Entire soccer season
(August-November)
	Website coordinator, Video Coordinator
	2-4 hours per week depending on game schedule
	Photography skills and camera
	Behind the scenes time working with images.

	Video Coordinator
	Take game video and incorporate still images from photographer(s) to create end of season video for banquet.
	Entire soccer season
(August-November)
	Photographer
	2-4 hours per week depending on game schedule
	Video editing and image manipulation skills.
	Behind the scenes time working with images and video. Ensures video can be viewed at end of season banquet.

	Ball Handler Coordinator
	Recruit ball kids for home Varsity and JV games; and all Soccer Saturday games in the stadium
	Entire soccer season
(August-October)
	Team parents and eligible ball kids (6-8th graders), Website coordinator (posts schedule and handlers)
	Mainly email contact 30 min. per week depending on game schedule
	
	Ensure ball handlers are at games or find replacements as needed. Ensure handlers know the rules and are entitled to fee admission, $5, and pop/popcorn at halftime.

	Game Announcer Coordinator
	Recruit home game announcers
	Entire soccer season
(August-October)
	Game Announcers, AD, Ball Handler Coordinator, Super Soccer Saturday Coordinator
	Mainly email contact 30 min. per week depending on game schedule
	
	Announcers need Game Kid names to announce during games.

	Fall Picnic Coordinator
	Coordinate with boy’s program location, food, logistics packets (schedules, teams, contacts, fundraising) and sign up sheets for vacant volunteer spots for season. Help as needed.
	August
	Boy’s booster club committee, Fundraising Coordinator, AD, Coaches, Booster President, Website coordinator, Treasurer
	10-12 hours
	
	Split cost of event with boy’s boosters. Create committee and recruit volunteers for event.
Need to rent audio system. Attend planning meetings.

	Super Soccer Saturday Coordinator
	Coordinate with boy's program. Oversee girl’s committee and assign roles (raffle, volunteers, concessions, set up and clean up). Help as needed.
	August/September
	Boy’s booster club committee, Fundraising Coordinator, AD, Coaches, Booster President, Website coordinator, Treasurer
	15-20 hours
	
	Split cost of event with boy’s boosters. Create committee and recruit volunteers for event. Attend planning meetings.

	Summer Soccer Camp Promotion
	Get information out to advertise Summer Soccer Youth Camp.
	June-August
	Boy’s booster club, Website coordinator
	4-6 hours
	
	Send info flyers to local schools, parks and soccer clubs, get info to SWHS Volunteer coordinator for inclusion in summer letter. Boy’s boosters create the flyer and administer the program, girl’s side does the promotion and splits earnings.

	Warm-up/Sock Coordinator
	Organizes purchase of socks and warm-ups for all teams.
	August
	Fundraising Coordinator, Coaches, Treasurer. Team Parents, Vendor(s)
	3-4 hours
	Excel
	Organizes sock/ warm-up order. Establishes price, gets numbers/orders, collates orders, oversees payment and distribution of order.

	Banquet Coordinator
	Organizes end of season banquet. Obtains venue, creates committee and covers, food, set up, decorations, invitations, program and clean up within budget requirements.
	September (find venue), October (plan event) , November (hold event)
	Treasurer, Venue coordinator, Video coordinator, Email coordinator
	4-6 hours
	
	Sets planning meeting and assigns tasks to committee.

	Senior Recognition
	Prepare short words/gift for senior recognition home game. Submits short bios to Banquet Coordinator for program.
	September/October
	AD, Varsity coach, Game Announcer, Senior Parents, players, Email communicator, Web coordinator
	3-4 hours
	
	Establish game date, get invitation out to parents, plan purchase gift. Create announcer script.

	Referee Scheduler
	Finds refs for all home games not held in the SWHS stadium for all girl’s teams. The AD does this for all games in held in the stadium.
	August-October
	AD, Coaches, refs
	1-2 hours per week
	
	Possibility of outsourcing this role for a fee of approx. $150 to a Mpls Park Board employee. This employee is hired by the Boy’s Booster Club.
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