Paris Area Homeschool Athletics Association
Volunteer Job Descriptions
2012-2013
Bookkeeping:  


Overseer:  Ensure bookkeeping volunteers are scheduled to fill all home and 
away games.  Ensure all volunteers know how to perform all aspects of their job. 

Volunteers:  Ensure you are familiar with how to perform your job and arrive to 
games about 15 min before start time. 

Clock:


Overseer:  Ensure clock volunteers are scheduled to fill all home games.  
Ensure all volunteers know how to perform all aspects of their job.


Volunteers:  Arrive to games about 15 min before start time, set up and/or 
familiarize oneself with clock.

Gym Cleanup:


Overseer:  Coordinates schedule of personnel to do cleanup at home games.  
Finds out what the clean up requirements are from gyms being used.  Last 
person to leave the building to ensure everything is taken care of.

Volunteers:  Completes the list of tasks as assigned by overseer such as, but 
not limited to, sweeping gym floors, collecting trash from bleachers, collecting 
trash from bathrooms, sweep bathroom floors and make sure toilets are flushed.
Admissions/Concessions:


Overseer:  Purchase items for concessions and bring to home games.  
Coordinate schedule of personnel to run admissions/concessions for home 
games.  Ensure volunteers know how to perform all aspects of their job.  
Admissions & concessions monies are to be kept in separate money bags.  
All monies are to be counted at the end of each night along with one of the board 
members.  Number of people admitted to the games needs to be kept track of 
throughout the night in a notebook.

Volunteers:  Be on time or early for games you are assigned to and ensure you 
are familiar with how to perform your job. 
Water personnel:  Make sure water bottles are filled and at all games.  We need one person (or family) per team to handle this job.
Keeper of the uniforms:  Coordinate the end of year returns, upkeep info, and storage of uniforms.  Manage the hand out of uniforms for the new season.  Order new uniforms as needed.
Gyms/Ref assigner:  Schedules all home gyms and refs.  Coordinates gyms with game scheduler so they can be placed on calendar.  Maintain list of contact info. 

Game scheduler:  Coordinate/schedule all home and away games for all teams, to be done in March/April of each year for the upcoming season.  Maintain list of contact info. 
Fundraising:  Coordinate & oversee all fundraisers.  Communicate with the board at the beginning of the summer regarding budget needs and goals for the year.  Must ensure that monies are turned into treasurer by deadline set by the board. 

Website:  Responsible for maintaining & updating PAHAA information on website.  

Marketing/design:  Responsible for designing, printing, & distribution of team t-shirts and any other promotional material (banners, fliers, etc). 

