
	Job Title:

	Photo ID & Volunteer Coordinator


	Purpose of Job: 

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

	· To ensure that all Cleveland Pop Warner Association, Inc. (CPWA) staff members and participants have id badges

· To contact and schedule volunteers regarding CPWA events


	Responsibilities: 

(List five to eight major functions and accountabilities.)

	· To make sure volunteers are in place for any fundraising events, games or functions requiring more help than the board staff

· To ensure timely distribution of all id’s
· Run a background check and maintain on file a copy of each background check for every volunteer for CPWA
· To ensure all staff and participants have an id issued once eligibility/clearance has been given

· Communicate with team representatives regarding CPWA events in which volunteers are needed

· To assist and support all other league affiliated activities


	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
· PC/Laptop to run online volunteer background checks

· Printer to print volunteer and participant id’s (laminating machine provided by CPWA)
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