Horseheads Youth Lacrosse Club

Volunteers, Managers and Coordinators

Registration Coordinator:  Plans and communicates registration dates, locations and times to public.  Design and distribute fliers to local schools, post fliers on community billboards.  The coordinator is responsible for organizing and creating a master list of all players and coaches for US Lacrosse Registration and Club use.  Registration includes sizing for individual practice packages and placing the order for these items accordingly.  Responsible for collection of registration fees, forms and birth certificates.  
(20-30 hours) 
Equipment/Uniform Manager:  Handles all loans and purchase of equipment from Horseheads Youth Lacrosse Club.  The manager is responsible for tracking purchases and loans from the onset of practice and collection of equipment at season end.  Responsibilities also include distribution and collection of uniform tops.  
(10-15 hours) 
Scheduling Coordinator:  Attends annual Finger Lakes Lacrosse League scheduling meeting (generally with coaches) to establish season schedule and league contacts.  Contact with coaches prior to all games (both home and away) to confirm time and location.  The coordinator is responsible for communicating the contest information to families in a timely manner.  This job can be done largely through e-mail and text messaging although some direct contact will be necessary.  
(10-15 hours) 

Fields Manager/Field Preparation:  Reserves and prepares fields for practices and games.  The fields manager may reserve fields early in the season (through the Town of Horseheads and the school district), but confirmation and field preparation will be necessary throughout the season.  
(20-25 hours/Manager) 

Sideline Manager/Sideline Helpers:  Schedules and plans for referees and score/timekeepers for each level of play for all home contests.  A bank of names for refereeing will be available.  The manager will have to devise and implement a volunteer schedule for sideline help.  The manager will also be responsible for handing out referee shirts, whistles, flags and setting up sideline tables with clocks and score pads. 
(10-15 hours/Coordinator) 

Apparel Sale Coordinator/Helpers:  Designs, plans, and organizes all aspects of the annual apparel sale.  The coordinator is responsible for selecting items, creation (in tandem with the company) and distribution of the sales flier, collection of player orders and payment, compilation and submission of order, and sorting and distribution of orders upon receipt of merchandise.  
(6-10 hours) 

Lottery Based Fundraiser Coordinator/Helpers:  Plans and organizes all aspects of the annual lottery based fundraiser.  Designs and orders tickets, sorts and assigns tickets, distributes and collects payment for tickets, and facilitates alternative sales opportunities for unsold tickets.  Monitors winners on a weekly basis and works in cooperation with the Club Treasurer to send out payment to winners.  Most work is computer based, although weekly meetings are necessary during the month of the drawing to distribute prizes. 

(15-20 hours/coordinator) 

Picture Coordinator:  Plans and organizes all aspects of the annual club pictures.  The coordinator is responsible for contacting the photographer, establishing and communicating a date to players, organizing teams and individuals on the day of the shoot and distributing pictures once they are returned. 

(1-5 hours) 

Team Parents (3):  Each team level will require the assistance of a team parent, this job can be shared by a couple.  The team parent’s job is to assist the coaches and other club managers/coordinators with one-on-one communication with specific teams and individuals.  The team parent may be utilized to call families in the event of a cancelled practice or game change, contact parents about season events, help distribute materials, and field questions about club activities or be able to direct individuals to the proper resources to answer their questions.  (Attendance at most practices & games is essential, hours unknown) 

Concession Manager/Workers:  Designs, plans, and organizes all aspects of the concession stand.  Concession is typically only done at home events, however we have offered concession items at practices in the past (drinks, mouthpieces).  The manager will decide the format of the concession business and implement their plan with the assistance of recruited parent volunteers.  The manager is responsible for securing permits, purchasing items (with assistance of club treasurer), collecting tables and necessary display items, setting up and tearing down the area. (35-40 hours)

End of the Season Party Coordinator:  Plans and organizes all aspects of the end of the season party.  The coordinator is responsible for reserving the site and working with other club resources to execute an exciting celebration for all of the players and their families.  The coordinator plans the menu and devises a system of donations, plans entertainment and activities, and communicates the details to the membership.    
(10-15 hours)

Finger Lakes Open Coordinator:  Plans and organizes all aspects of the Annual Finger Lakes Open Lacrosse Jamboree/Roundup.  Coordinator will be responsible for working with other club resources (official’s manager, field/sideline manager, scheduling coordinator, and concession manager) to establish an orderly, well-run event.  This position requires excellent communication skills and creativity as the coordinator will be responsible for collaborating with multiple individuals and devising a finalized plan for the event.  
(30-40 hours)

