Plainedge Soccer Club

PO Box 1296

North Massapequa, NY 11758
www.plainedgesoccerclub.com
[image: image1.png]@





BOARD JOB DESCRIPTIONS 
PSC President Job Responsibilities-

Reports to PSC Board and Membership
· Chairs all PSC Board meetings.

· Acts as the general representative of the board.

· Sets meeting dates and agenda.

· Represents the club at various public events and forums.

· Primary contact with-

· Leagues, School, Town, County, State

· Provides strategic vision of club and sets strategic and capital project priorities.

· Respond in a timely and appropriate manner to all emails and calls from the Board and Membership.

· Supervises all activities of the board and board members.

· Responsible for the establishment of all rule changes that will be published to membership.

· Responsible for negotiating all permits and meeting the required due dates.

· Review all contracts, budget proposals and operations and then bring to Board for review.
· Final decision maker on days of inclement weather

· Assigns tasks to the board as needed.

PSC Vice President Registrar Job Responsibilities-

Reports to President

Minimum Requirements-

· Attend all board meetings 

· Coordinates registration process and on-line setup.

· Must be at field for 2.5 sessions every weekend

· To monitor sessions, interact with coaches and parents, communicate club information.

· Provides updates to board on registration numbers.

· Provides commissioners and treasurer with list of-

· Registered players

· Prior season players who have not yet registered.

· Players with an open balance.

· Works with scheduler to determine number of teams in each division.

Additionally-

· Make sure all club registration information is communicated to coaches and players.

· Track, contact and re-solicit all players with commissioners that did not re-register.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Identify and recruit volunteers to assist you with the division. 

· Bring new ideas forward at board meetings for discussion and implementation

PSC Vice President / Fields-

Reports to President

Minimum Requirements-

· Attend all board meetings 

· Must be at field on game days to open and monitor facility (minimum 2.5 hours).

· Must check all equipment and facilities weekly

Additionally-

· Responsible for equipment inventory and maintenance.

· All nets should be checked for holes and sandbags weekly.

· Responsible for coordination of PMS Field set up on weekends.

· Oversee cleanliness of fields with support of all Board Members.

· Responsible for preseason field layout and lining.

· Weekly oversight to ensure all fields are properly lined and grass is cut.

· Part of “decision team” on days of inclement weather.

· Check weekly to ensure bathrooms have been pumped.

· Coordination of closing up fields, securing assets and ensuring fields are cleaned upon conclusion of games.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Assist with club errands / purchasing / snack shack when needed.

· Identify and recruit volunteers to assist you when necessary. 

· Bring new ideas forward at board meetings for discussion and implementation.

PSC Little Champions Commissioner (Little Feet Director)
Reports to Little Feet Director and President
Minimum Requirements-

· Attend all board meetings 
· Must be at field for 2.5 sessions every weekend

· To monitor sessions, interact with coaches and parents, communicate club information.

Additionally-

· Call/contact any age eligible Munchkins that did not return for new season.

· Work with PSC Trainers and coaches game day to ensure pleasant game day experience.

· Should be at fields as often as possible during games to assist LF Director. 

· Work with coaches to make sure fields and goals w/sandbags are in proper position game day.

· Work with coaches to make sure fields are cleaned at end of day.

· Make sure all club information is communicated to coaches and players-

· Developmental training information (fall, winter, spring and summer programs).

· Upcoming developmental opportunities (tournaments, winter league etc.)

· Should be striving for 100% participation in developmental program.

· All PSC fundraising and special events.

· CAN”T RELY ON COACHES, MUST REMAIN IN CONTACT WITH ALL PLAYERS.

· Work with Intramural Director to loosely “rate” players to ensure competitive Striker balance.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Identify and recruit volunteers to assist you with the division. 

· Bring new ideas forward at board meetings for discussion and implementation.
PSC Striker (U7) Commissioner (Little Feet Director/Training)

Reports to Intramural Director and President

Minimum Requirements-

· Attend all board meetings (+/- 10 per year).

· Must be at field for a minimum of 2.5 games every weekend

· To monitor sessions, interact with coaches and parents, communicate club information.

· Weekly email (phone when needed) administration and communication with all coaches. 
Additionally-

· Call/contact any age eligible LITTLE CHAMPIONS that did not return for new season.

· Secure volunteer coaches and provide them with coaching details and requirements 

· Set 3 meetings per season with coaches, pre-mid-end.

· Work with Intramural Director to create balanced teams based on ability ratings and age.

· Provide new uniform information to all coaches and registrants.

· Work with Developmental Coordinator to set up pre-season coaches training in August.

· Provide coaches information on where and when they can use fields to practice.

· Ensure all teams are scheduling a minimum of 1 practice per week.

· Work with PSC Trainers and coaches game day to ensure pleasant game day experience.

· Monitor games to ensure coaches are adhering to even playing time and proper amount of players on field.

· Thirty minutes of training, thirty minutes of game play.
· Weekly communication with coaches-

· Did all your players and coaches show up? If not, are there long-term issues?

· Did they practice / are they practicing?

· Did coaches manage scores and did all players receive 50% of game minutes?

· Monitor, help, and communicate any issues with our Referees back to Head Referee and PSC Board.

· Ensure coaches and parents adhere to “zero tolerance” of referee abuse.

· Should be at fields as often as possible during games to handle issues and provide info. 

· Work with coaches to ensure fields are playable-

· Proper size goals in place and secured with sandbags and corner flags in place.
· Coordination of closing up fields, securing assets and ensuring fields are cleaned upon conclusion of games.
· Make sure all club information is communicated to coaches and players-

· Developmental training information (fall, winter, spring and summer programs).

· Upcoming developmental opportunities (tournaments, winter league etc.)

· Should be striving for 100% participation in developmental program.

· All PSC fundraising and special events.

· CAN”T RELY ON COACHES, MUST REMAIN IN CONTACT WITH ALL PLAYERS.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Coordination and Administration of year end festival.

· Work with Intramural Director to “rate” players at end of season to ensure ongoing league balance.

·  Identify and recruit volunteers to assist you with the division. 

· Bring new ideas forward at board meetings for discussion and implementation.
PSC Interleague (U8) Commissioner (Gold Coast Training Organization) 

Reports to Intramural Director and President

Minimum Requirements-

· Attend all board meetings (+/- 10 per year).

· Must be at field for a minimum of 2.5 games every weekend

· To monitor sessions, interact with coaches and parents, communicate club information.

· Weekly email (phone when needed) administration and communication with all coaches. 

Additionally-

· Call/contact any age eligible STRIKERS that did not return for new season.

· Secure volunteer coaches and provide them with coaching details and requirements 

· Set 3 meetings per season with coaches, pre-mid-end.

· Work with Intramural Director to create balanced teams based on ability ratings and age.

· Provide new uniform information to all coaches and registrants.

· Work with Developmental Coordinator to set up pre-season coaches training in August.

· Provide coaches information on where and when they can use fields to practice.

· Ensure all teams are scheduling a minimum of 1 practice per week.

· Work with PSC Trainers and coaches game day to ensure pleasant game day experience.

· Monitor games to ensure coaches are adhering to even playing time and proper amount of players on field.

· Weekly communication with coaches-

· Did all your players and coaches show up? If not, are there long-term issues?

· Did they practice / are they practicing?

· Did coaches manage scores and did all players receive 50% of game minutes?

· Monitor, help, and communicate any issues with our Referees back to Head Referee and PSC Board.

· Ensure coaches and parents adhere to “zero tolerance” of referee abuse.

· Should be at fields as often as possible during games to handle issues and provide info. 

· Work with coaches to ensure fields are playable-

· Proper size goals in place and secured with sandbags and corner flags in place.

· Coordination of closing up fields, securing assets and ensuring fields are cleaned upon conclusion of games.

· Make sure all club information is communicated to coaches and players-

· Developmental training information (fall, winter, spring and summer programs).

· Upcoming developmental opportunities (tournaments, winter league etc.)

· Should be striving for 100% participation in developmental program.

· All PSC fundraising and special events.

· CAN”T RELY ON COACHES, MUST REMAIN IN CONTACT WITH ALL PLAYERS.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Coordination and Administration of year end festival.

· Work with Intramural Director to “rate” players at end of season to ensure ongoing league balance.

·  Identify and recruit volunteers to assist you with the division. 

· Bring new ideas forward at board meetings for discussion and implementation.
PSC Route 135 (U9, 10, 11, 12) Commissioner (Gold Coast Training Organization) 

Reports to Intramural Director and President

Minimum Requirements-

· Attend all board meetings 

· Must be at field for a minimum of 1.5 games every weekend

· To monitor sessions, interact with coaches and parents, communicate club information.

· Weekly email (phone when needed) administration and communication with all coaches. 

Additionally-

· Call/contact any age eligible INTERLEAGUERS that did not return for new season.

· Secure volunteer coaches and provide them with coaching details and requirements 

· Set 3 meetings per season with coaches, pre-mid-end.

· Work with Intramural Director to create balanced teams based on ability ratings and age.

· Provide new uniform information to all coaches and registrants.

· Work with Developmental Coordinator to set up pre-season coaches training in August.

· Provide coaches information on where and when they can use fields to practice.

· Ensure all teams are scheduling a minimum of 1 practice per week.

· Work with PSC Trainers and coaches game day to ensure pleasant game day experience.

· Monitor games to ensure coaches are adhering to even playing time and proper amount of players on field.

· Weekly communication with coaches-

· Did all your players and coaches show up? If not, are there long-term issues?

· Did they practice / are they practicing?

· Did coaches manage scores and did all players receive 50% of game minutes?

· Monitor, help, and communicate any issues with our Referees back to Head Referee and PSC Board.

· Ensure coaches and parents adhere to “zero tolerance” of referee abuse.

· Should be at fields as often as possible during games to handle issues and provide info. 

· Work with coaches to ensure fields are playable-

· Proper size goals in place and secured with sandbags and corner flags in place.

· Coordination of closing up fields, securing assets and ensuring fields are cleaned upon conclusion of games.

· Make sure all club information is communicated to coaches and players-

· Developmental training information (fall, winter, spring and summer programs).

· Upcoming developmental opportunities (tournaments, winter league etc.)

· Should be striving for 100% participation in developmental program.

· All PSC fundraising and special events.

· CAN”T RELY ON COACHES, MUST REMAIN IN CONTACT WITH ALL PLAYERS.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Coordination and Administration of year end festival.

· Work with Intramural Director to “rate” players at end of season to ensure ongoing league balance.

·  Identify and recruit volunteers to assist you with the division. 

· Bring new ideas forward at board meetings for discussion and implementation.

PSC Secretary 
Reports to President

Minimum Requirements-

· Attend all board meetings 

· Must set and communicate all general and closed meeting dates, circulate agenda and secure permits

· Must maintain all board meeting minutes.

· Must circulate all Board Meeting Minutes and maintain all Vote counts.

Additionally-
· Take meeting minutes and distribute.

· Work with President to set all meeting dates (General and Closed)

· Post, notify and remind membership and PSC Board of all meetings.

· Maintain board member attendance.

· Make sure information and action points are distributed to absent board members.

· Apply for building use permits when applicable.
· Opening day parade responsibilities-

· Dignitary invitations (school, town, county, state).

· TOB show mobile.

· Police notification and traffic detail.

· Fire truck and color guard.
· Performers.

· Tournament responsibilities

· Board staffing

· Permits

· Picture night responsibilities

· Board staffing 

· Permits

· Share all club correspondences both inbound and outbound with board.

· Send out reminders for all upcoming deadlines.

· Maintain club insurance certificates and provide to school.

· Maintain and distribute updated board contact roster.

· Maintain current league rules and by laws.

· Assist with communication and distribution of any charitable donations.

· Represent PSC board when necessary at school functions and meetings.

· Document meetings with players, coaches and teams when necessary.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Bring new ideas forward to board for discussion and implementation. 
PSC Treasurer Job Responsibilities-

Reports to the President

Minimum Requirements-

· Attend all board meetings 

· Make deposits, pay bills, write checks, maintain ledger weekly

· Prepare board summary treasurers report from-

· Check register, income and expense, balance sheet.

· Annual tax returns federal and state.

· Reconcile bank account.

· Reimbursements as needed with documentation.

· Maintain bank signatories.

Additionally-
· Club credit card reconciliation and oversight.
· Contact for portable credit card machine.

· Collect, maintain and ensure that all trainers have proper 1099 information on file.

· Check issuance to all paid trainers, employees and vendors.

· Snack shack proceeds reconciliation and maintenance of starting “bank”.
· Provide tax information to contractors.

· Maintain tax exempt paperwork.

· Prepare annual budget and maintain throughout year.

· Assist in yearly P&L.

· Identify and communicate to Commissioners any player registrations due.

· Ensure light/sump $10 per session surcharge is collected (with travel commissioner).

· Part of registration hardship committee.

· Primary contact with bank and affinity program coordinator.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.
· Bring new ideas forward to board for discussion and implementation. 
Developmental Director of Coaching Job Responsibilities *Stipend Position
Reports to PSC President and Board
Minimum Requirements-

· Attend all board meetings 

· Responsible for supervising all training sessions.

· Lead contact in selling, promoting and tracking all programming registrations (year round).
· Developmental

· Specialty Clinics

· Camps

· Utilize website, email, Facebook and handouts to promote all developmental events.

· Must ensure that group registrations are maximized

· All session sizes must be approved by the PSC Board.

· Responsible for setting uniform curriculum.
· Responsible for coaching the trainers.

· Must meet monthly with developmental coordinators to set course for team play and guide teams through tournaments and long-term roadmap for players-
· Labor Day

· Columbus Day

· Thanksgiving Charity

· Winter League

· Winter Tournaments

· Memorial Day

· Father’s Day

· Tryouts

· Must ensure that all eligible players are offered all tournaments and leagues.

· Must track and communicate all team successes in League, Cups, and Tournaments.

· Must ensure that when two teams are submitted that teams are divided evenly based on ability.

· General parent and coaches meeting in Fall and Spring

· Coordinate parent meetings with U8 players about U9 travel opportunities (with intramural director).

· Coordinate parent meetings with u9 players about U10 travel opportunities (with travel director).

· Must schedule, post, coordinate, evaluate and run U9 and U10 tryouts

· Responsible for opening and closing field and securing all assets.

· Must offer pre-season and in season coaching courses to cover both intramural and travel coaches.
· Contact and coach for Nassau Development Program

· Should be weekly email communication with all developmental coordinators and registrants

· All inbound emails should be answered in no more than 24 hours

· Any required escalation should be communicated immediately to the President
· Must ensure, collect and administer all trainers-

· W9’s

· Risk Management

· System Registration

· Must track, document and submit all covered sessions for payment.

· Assist with all special event days (as needed)
Training Program Director *Stipend Position
Reports to PSC President and Board

Minimum Requirements-

· Attend all board meetings 

· Understanding that the Board is comprised of Volunteers, the Program Director is responsible for coverage and communication that cannot be fulfilled by volunteers
· Lead contact in selling, promoting and tracking all programming registrations (year round).

· Developmental

· Specialty Clinics

· Camps

· Utilize website, email, Facebook and handouts to promote all developmental events.

· Must ensure that group registrations are maximized

· All session sizes must be approved by the PSC Board.

· Responsible for field supervision and coverage during training sessions and game days.
· Oversee fields, programing, snack shacks while fields are open.

· Point of contact for parents during the times fields are open
· Must meet monthly with developmental coordinators to set course for team play and guide teams through tournaments and long-term roadmap for players-

· Labor Day

· Columbus Day

· Thanksgiving Charity

· Winter League

· Winter Tournaments

· Memorial Day

· Father’s Day

· Tryouts

· Must ensure that all eligible players are offered all tournaments and leagues.

· Must track and communicate all team successes in League, Cups, and Tournaments.

· Must ensure that when two teams are submitted that teams are divided evenly based on ability.

· General parent and coaches meeting in Fall and Spring

· Coordinate parent meetings with U8 players about U9 travel opportunities (with intramural director).

· Coordinate parent meetings with u9 players about U10 travel opportunities (with travel director).

· Must schedule, post, coordinate U9 and U10 tryouts

· Responsible for opening and closing field and securing all assets.

· Contact and coach for Nassau Development Program with Director of Coaching
· Should be weekly email communication with all developmental coordinators and registrants

· Assist in ensuring all paperwork is in order
· W9’s

· Risk Management

· System Registration

· Must track, document and submit all covered sessions for payment.

· Assist with all special event days (as needed)
Little Feet Director *Stipend Position
Reports to PSC President and Board

Minimum Requirements-

· Attend all board meetings 
· With Board approval, sets and suggests-
· Sets program curriculum and roadmap for Mini Kickers, Little peanuts, Peanuts, Munchkins and Little Champions.

· Sets birthday eligibility dates.

· Recruits, interviews, hires and trains all Head, Assistant and Junior Trainers.

· Coordinates uniform weekly programming

· Maintains financials for entire program by group.

· Manages registration process.

· Responsible for all customer service with parents.

· Shall suggest and after approval implement marketing programs to grow program.

· Responsible for onsite session oversite.

· Responsible for all program equipment.

· Responsible for coordinating all special event giveaways and awards.
· Responsible for weekly email communication with all Little Feet registrants

· Assist in ensuring all Trainer paperwork is in order
· W9’s

· Risk Management

· System Registration

· Must track, document and submit all covered sessions for payment.

· Assist with all special event days (as needed)
PSC Intramural Director Job Responsibilities-(Gold Coast Training Organization)
Reports to President

· Reports to President.

· Attend all board meetings.

· Oversee all commissioners.

· Oversee all intramural coaches.

· Assist in team formations with commissioners to ensure competitive divisional balance.

· Responsible for intramural coaching discipline when necessary.

· Ensure that commissioners are monitoring mandatory weekly practice.

· Ensure that developmental opportunities are being communicated and offered to all players.

· Ensure commissioners are enforcing the “zero tolerance” of referee abuse.
· Part of “decision team” on days of inclement weather.
· Coordinate parent meetings with U8 players about U9 travel opportunities (with developmental coordinator).

· Coordinate parent meetings with u9 players about U10 travel opportunities (with travel director).

· Should be at fields as often as possible during games to handle issues and provide info. 

· Coordination of closing up fields, securing assets and ensuring fields are cleaned upon conclusion of games.

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Bring new ideas forward to board for discussion and implementation. 
PSC Travel Director Responsibilities-

Reports to the President

Minimum Requirements-

· Attend all board meetings 

· Must handle all aspects of  the Travel Registration Process (Leagues and Cups)
· Lead a minimum of 6 meetings per year

· End of Season to hand out next season registration materials.
· Registration meeting.
· Pre-Season to hand out passes and home schedule.
· Responsible for home Travel Schedule. 
Additionally-
· Responsible for all aspects of travel coordination, registration and information.

· Must attend LIJSL registration meetings.

· Must get all travel teams the necessary information needed to register.

· Must coordinate all travel registration meetings.

· Must maintain, track and administer-

· List of all team trainers

· Team trainers W9 and insurance information

· Team trainers risk management documentation

· Ensure that all coaches are properly licensed

· Coaches risk management 

· Coaches consent documentation.
· Is the club contact and point person when teams are looking to switch coaches. 

· Is the club contact and point person when teams are having rostering issues.

· Involved with the selection of U10 travel coaches. 

· Must track all teams participation in-

· Tournaments

· Winter Leagues

· Must track and communicate all team successes in League, Cups, and Tournaments.

· Responsible for working with scheduler to assign all travel games.
· Coordinator with scheduler of any game changes and make ups.

· Must ensure all coaches and teams are in proper PSC approved colors and apparel.

· Alternate jerseys must be approved.

· Responsible in making sure travel coaches are aware of club travel rules.

· Must ensure all new players are age and rule eligible.
· Must work closely with registrar and treasurer to ensure all players are paid in full.

· Must hold player passes of unpaid players and work with coaches to resolve.

· Must work with Developmental Director to coordinate coaching courses.

· Must ensure that all teams have a coach representative present at all training sessions.
· Part of “decision team” on days of inclement weather.

· Must make sure teams are aware of cancellation process.

· Must schedule all travel team tryouts

· Minimum of two starting June 1st
· Younger teams should be scheduled before older teams

· In case no spots are available, player can then go to next age group
· Ensure light/sump surcharges are collected (with treasurer).
· Bring new Ideas forward to board for discussion and implementation.
Trophies and Uniforms-

Reports to President

Minimum Requirements-

· Attend all board meetings 

· Source, sample, recommend and provide awards for all special events

· Source , sample, recommend  uniform and club apparel

· Maintain and cultivate relationships with suppliers

Additionally-

· Work with Board to supply and support award needs

· Year End, Tournaments, Special Events, Little Feet

· Coordinate year end scholarship programs with Plainedge High School

· Coaches Award

· Sergio Russo Sportsmanship Award

· Christian Jacobsen Scholarship 

· Maintain Adidas Bonus Bucks Credits for club.

· Liaison between club and intramural and travel uniform supplier

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

· Identify and recruit volunteers to assist you when necessary. 

· Bring new ideas forward at board meetings for discussion and implementation.

Fundraising-

Reports to President

Minimum Requirements-

· Attend all board meetings 

· Sell and renew field banner program

· Coordinate all aspects of yearly fundraising dance

Additionally-

· Source, negotiate price and secure fundraising venues

· Responsible for all ticket and registration distribution with coaches and teams

· Responsible for coordinating all raffle prizes and baskets

· Coordination of all food requirements

· Responsible for all fundraising printing – tickets, flyers etc.
· Point person on all fundraising communication to membership

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.

Concessions / Snack Shacks / Picture Nights (temporary from fundraising)-

Reports to President

Minimum Requirements-

· Attend all board meetings 

· Train and schedule snack shack staff.

· Keep shacks stocked with inventory.

· Responsible for all purchases in coordination with Treasurer and President
· Maintain and keep equipment and shacks cleaned.

· Sources and coordinates picture night fundraising with division commissioners.

· Maintains “bank” with detailed reporting back to Treasurer-

· Purchases

· Payroll

· Sales

· Submits payroll to Treasurer in a timely manner.

· Interviews picture companies

· Negotiates pricing

· Coordinates schedule and communication
Additionally-

· Assist with all special event days-

· Parade, Tournaments, Picture Nights, Festivals, Registrations, etc.
AT LARGE BOARD MEMBER & VOLUNTEERS Responsibilities-

Report to the President
*Non-Voting Position

Minimum Requirements-

· Attend  General Meetings plus special event meetings needing “at large” member involvement.

Additionally-
· “AT LARGE” members do not have a current specific Board role.
· “AT LARGE” members help and assist with special events of club projects but not in the day to day operation. 
