
	Job Title:

	Commissioner


	Purpose of Job:
(Briefly state the primary purpose of the job in terms of how it contributes to the department’s objectives.)

	· The primary purpose of the Cleveland Pop Warner Association, Inc. (CPWA) Commissioner is to administer the entire football and spirit program within the CFFPWL’s geographical boundaries.


	Responsibilities:
(List five to eight major functions and accountabilities.)

	· The Commissioner reports to the Consolidated Football Federation (CFF) League Commissioner Director.

· The Commissioner is responsible for all of the activities associated with the operation of the Pop Warner Little Scholars, Inc. football and cheer/dance programs.  Listed below is a general listing of duties performed by the Commissioner during a calendar year.  Please note that this position serves actively twelve months a year, and there are responsibilities/activities each month.  This position requires a very flexible schedule and is both physically and mentally demanding.

· Preside over regularly scheduled association meetings (scheduled for the 2nd and 4th Wednesday of the month).

· Disseminate current information regarding the upcoming season and other association business.  Special meetings may be called as deemed necessary by the Commissioner who sets the time and place for such meetings.

· Through correspondence with board members, prepare and distribute current agenda items to the members for discussion and vote. 

· Ensure that each director (football and spirit) has completed and submitted all forms.

· Ensure that forms have been completed and submitted to the league commissioner for the current year’s Association Registration Form including the officers and contact persons.  Additionally, the Commissioner is responsible for completion and submission to the League Commissioner the current year’s League Registration Form, listing the officers of the League, and the officers/contacts for each member Association.

· Regularly attend the CFF monthly meeting (scheduled on the 3rd Tuesday of each month at 7:30 pm).

· Disseminate information from the CFF meeting to board members.  

· Ensure that staff members attend any required clinics/meetings offered through the CFF.

· Ensure that all required background checks on all volunteers who have repetitive and direct access to participants are completed
· Ensure that association is insured per the requirements of Pop Warner Little Scholars, Inc., and have submitted proof of such insurance coverage to the CFF and National Office and to any other affiliations with CPWA.

· Ensure that the Association submits annual dues required to CFF and National by set deadline. 

· Secure Association’s home field availability and locations for the upcoming season.
· Ensure that field meets the minimum standards for Pop Warner Little Scholars, Inc. play.

· Ensure that each team adheres to the practice restrictions.

· Distribute schedule to football and spirit directors upon receipt from CFF

· Ensure that every coach is currently NYSCA certified.

· Roster Certification – the Commissioner and his/her designee(s) are responsible for ensuring rosters are certified prior to the first game.  Birth Certificates, Parental Consent, Medical clearance, League Registration Forms, and Scholastic fitness (copy of report card), must be checked for EACH participant.  Additionally, the Commissioner and/or his/her designee MUST verify and certify that each football participant is eligible for the team assignment on the roster. 
· Ensure each roster must be signed by the Commissioner or Association Director and the League Commissioner or designee. Cheer/Dance rosters must be signed by the Commissioner or Spirit Director and the League Cheer/Dance Coordinator or their designees.

· Maintain on file a copy of each Background Check for every volunteer in each Association.  

· Ensure that rosters and books are submitted for the current season using the current Pop Warner Little Scholars, Inc. Roster software and submit to the League Commissioner for approval.  Once approved at the League level, the League Commissioner must submit the rosters to the Region and National offices.  It is the Association Commissioner’s responsibility to maintain changes to any roster submitted and previously approved prior to the October cutoff date.  The Commissioner and directors are required to maintain on file a copy of each roster for each team / squad for the current season.

· The Commissioner is responsible and required to approve all coaches for the upcoming season.

· Ensure that game schedules are correct and being followed.

· Attend games and visit fields on a random basis throughout the season to ensure the smooth operation, answer questions, etc.

· Enforce ALL published rules.

· Investigate allegations of rules violations / protests and issue rulings / sanctions as necessary.

· Investigate any game that ends by slaughter rule to ensure that no rules violations occurred.

· Maintain standings for each playoff eligible team.

· Ensure that officials are scheduled.

· Ensure that all playoff eligible teams / squads have complied with all requirements set by the National and Region offices.

· On an as-needed basis, meet with staff members 
· Ensure that Football and Spirit Directors hold weekly and during the season, daily communication meetings with staff members
· Ensure awards and trophies for association are ordered
· Maintain contact with numerous vendors and sales personnel, etc.

· Attend and make presentations to various community groups, i.e.; civic groups, County School system personnel (both facility rental and Athletic Directors ), local Chambers of Commerce or Convention and Visitors Bureaus, etc.

· Communicate with various media outlets (newspaper, TV, radio) etc. to publicize Pop Warner and Association events or news.

· Maintain and revise as necessary, the CPWA Constitution, By-Laws, Operating Rules, Boundaries, etc.

· Communicate with parents and coaches as required to resolve conflicts, answer questions, provide information. (This takes an average of three to four hours daily/nightly during the season )


	Job Qualifications:
(List the minimum education, formal training, skills, and experience required to perform the job.)

	· At least one year of coaching experience within the CFF organization or prior experience within organization as it pertains to responsibilities and duties listed in job description

· Thorough knowledge and understanding of CFF football and Spirit rules and guidelines

· Thorough knowledge and understanding of safety rules and regulations

· Thorough knowledge and understanding of CPWA rules and code of conduct

· Effectively communicate with a wide range of professionals ( local, Regional, National offices, NFL, etc.), parents and coaches.  This requires verbal and written communication, technical writing, etc.

· A VERY, VERY, VERY Flexible Schedule. From mid July – December this position must be willing and able to allocate approximately 25 - 35 hours per week to handle communication and operational issues.  During this time, there are DAILY requirements of time.  An understanding family and flexibility are required.

· Ability to travel throughout an eight state region, and attend the Regional and National Championships.
· The ability to work with others, and to make unpleasant and unpopular decisions in the best interests of the entire Association. 

· STRICTLY enforce all rules and regulations as set forth by the CFF, Region,  and National offices.

· MUST be committed to perform all aspects of the Association Commissioner. 

· The Association Commissioner is ultimately responsible for the administration and day to day operations of a program with a large number of children, their parents, coaches, and  Directors, and officials.  From January through December the person in this position will spend a minimum of three to four hours DAILY handling CPWA/Coach/Parent/Player/Officials/Region related issues.

· The Commissioner must be willing to make decisions that may be unpopular, yet in the best interests of the Association, and must have a thorough knowledge of all related Rules, Policies, and Procedures of the League, the Region, and National office.  Additionally, the Commissioner issues disciplinary actions when required.
· You must be able to be reached via home phone, cell phone and email. This ensures quick and thorough communication
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