AW Trojans Administrative Positions

General comments:

Some of the work described in the following positions can occur during practices minimizing time requirements.  All positions listed here are expected to attend board meetings whenever possible.  We need help, input and involvement from everyone for these meetings.
The PRESIDENT shall preside at all meetings; shall represent the AWYFA in all

official business; shall recommend for appointment all chairmen to the Board

and shall automatically be an ex-officio member of any committee except the

Nominating Committee. 
Sets Strategic direction. Interface to the community and School District. He/she is also authorized to take action when any

article of the Constitution or by-laws is violated.
Approximate weekly time commitment during season: 5 hrs/week during season plus site supervision duties, 1-2 hrs/week during off season.
The VICE PRESIDENT has the authority to act on behalf of the President

during his/her temporary absence. Support Organizational goals, manage legal issues, member of the fundraising committee.  VP coordinates all event committees.
Approximate weekly time commitment during season:  . 4 hrs/week during the season plus attendance site supervision duties, 1-2 hours/week in off-season.
The SECRETARY shall keep minutes of all meetings and be responsible for the

safekeeping and updating of all records and documents except those pertaining

to finance. The Secretary shall be responsible for notifying all members of all

meetings, coordinator for Registration. In the absence of the President and Vice President, the Secretary shall assume all the duties and responsibilities of the President. The Secretary will handle correspondence as necessary, send out correspondence to sponsors, public officials and at as interface on scheduling with the School District and Township.
Approximate weekly time commitment during season: 2 hrs/week during the season plus site supervision duties, and 1 hour/week in the off-season.
The TREASURER shall be responsible for the submission of financial statements

at all meetings. He/she shall be responsible for all receipts and for all financial

records of the AWYFA. The Treasurer shall maintain a bank account in the name of AWYFA with a minimum of the Treasurer and one other Executive Board member as authorized signatories. The Treasurer shall be responsible to write and draw checks requiring one (1) Executive Board member’s signature on the funds for operational expenses as approved by the Executive Board or for any other purpose that is approved by the Board of Directors. The Treasurer shall be a member of the Finance Committee and be responsible for coordinating the timely deposit of all monies. The Treasurer will also be responsible for the processing of all insurance claims. It is also the responsibility of the Treasurer to make available in advance the payment of game officials and medical care personnel. In the absence of the President, Vice President and Secretary, the Treasurer shall assume all the duties and responsibilities of the President. The Treasurer may not hold any other position during his/her term of office unless approved by the Board of Directors.  Treasurer is responsible for collection and tracking of funds from concession activities.  Treasurer supervises fund raising chair.
Approximate weekly time commitment during season:  3-5 hrs/week during the season plus site supervision duties, and 1 hour/week in the off-season.
The ATHLETIC DIRECTOR is overall coordinator for tackle football, responsible for policy regarding competition, coaching assignments, communication of competition philosophy to coaching staff, approving assignment of players to weight classes and teams.  AD will interface with Ads from other teams to ensure teams have adequate games where not provided by the league. AD is alternate league representative.  Submits and manages budget.  All offices relating to football operations reports to the AD.
Approximate weekly time commitment during season:

3 hrs/week during the season plus site supervision duties, and 2 hours/week in the off-season
Keystone league representative is responsible for attending all KSL board meetings, vote consistent with the directives of the board of directors, coordinate league credentialing and player id’s.
Approximate weekly time commitment during season: Estimated time, 10 hrs/month during the season, and 4 hours/month in the off- season. 

Director of Cheerleading is responsible for all cheerleading operations, chooses coaches, selects and orders uniforms, coordinates practice sessions, makes assignments to cheer teams and sets policy regarding artistic standards.  Submits and manages budget.
Approximate weekly time commitment during season: 3 hrs/week during the season, and 2 hours/week in the off-season
Fundraising Chairperson

Fund raising chair, solicits sponsors and grant monies, develops fund raising strategies and develops revenue streams to support organizations long term financial strategies. Fund raising chair is responsible for grant application paperwork.  Submits fund raising plan to board and manages budget.
Approximate weekly time commitment during season: 10 hrs during the off-season, 1 hour/week during the season. 

Equipment Director

Recommend capital purchases of necessary equipment, coordinate issuance and collection of player equipment, maintain appropriate stockpile of spare parts.  Maintains proper storage, tracking and organization of equipment pool.
Approximate weekly time commitment during season: Estimated time, 3 hrs/month in the Spring then 2 hours a week during the season.
Team Parent Supervisor

Recruits and trains team parents as to responsibilities.  Reviews team parent & cheer coordinator volunteer scheduling and has responsibility for ensuring team parents manage volunteers to meet each teams obligations.  Maintains a centralized volunteer schedule.
Approximate weekly time commitment during season:  2 hours per week during season
Facilities coordinator
Recruits, trains and schedules volunteers to act as site supervisors for all practices and home games and assistant facilities coordinators.  Ensures proper access to fields, sheds, snack stands, etc is available, coordinating required keys.  Responsible for field maintenance, including field lining, trash removal (where necessary).  Recommends capital expenditures for facilities development.  Ensures proper facilities are available for scheduled games.  Works with AD to coordinate field availability.
Approximate weekly time commitment during season:  2-4 hours/week during season.
Food and Beverage Director

Recruits and trains a staff to stock and maintain supplies for snack stand.  Makes decisions regarding menu.  Coordinates staff, purchases supplies, maintains processes and controls around inventory.  Makes recommendations regarding capital investments in snack stands.  Ensures snack stand operations meets organizations fund raising needs. Submits and manages budget.
Approximate weekly time commitment during season: 5 hrs/week during the season.
Web Coordinator

Maintains AW Trojans presence on the web.  Makes recommendations regarding providers, ensures information is timely and accurate.
Approximate weekly time commitment during season: 1 hour per week
Assistant Food and beverage director(s)
Assists in buying and stock supplies.  Assists in opening and closing of snack stands.  Ensures snack stand are kept in proper working order.
Approximate weekly time commitment during season: 2 hours per week
Flag Coordinator
Manages all aspects of the flag program including games schedule, coordination and management.  Flag coordinator acts as primary interface with flag league, recruits and trains coaches. Submits and manages budget.  
Approximate weekly time commitment during season: 2-4 hours per week

Registration Director: Coordinates registration. Promote registration, assemble teams to run sign-ups, updating the Database with new names and addresses, fee collections and bank deposits, financial accounting of registration.  Responsible for distribution of raffle tickets. Responsible for collecting equipment deposits and coordinating equipment hand out with equipment director, return of equipment deposits.  Handles ad hoc registrations.  Submits and manages budget.
Estimated time, 3 hrs/week during February , March and August registration periods and attendance at the three registration dates.
Year book coordinator contracts for appropriate photography, design and printing of annual yearbook.  Coordinator sets price and markets yearbook with the goal of ensuring yearbook at least breaks even.
Estimated time, 2-4 hrs/week during season.
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