
	Job Title:

	Director of Walk-In Registrations & Awards


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

	· To coordinate registration packets, scheduling of registration dates/locations/times with the boards approval

· To work with community liaison in notifying public regarding registration dates

· To coordinate award ceremonies


	Responsibilities: 

(List five to eight major functions and accountabilities.)

	· To schedule and announce registration dates, times, and locations
· To create registration packets and distribute flyers to schools and public

· To assist other staff with registration of participants and organizing all necessary paperwork and payments
· To conduct all correspondence necessary for the order, purchase, delivery, and distribution of all trophies and awards

· To assist and support all other league affiliated activities

· To secure a location for the awards banquet/ceremony


	Job Qualifications: 

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

	· You must be able to be reached via home phone, cell phone and email. This ensures quick and thorough communication.
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