Soccer Booster’s Secretary
· Begins after elections in May
· Keep Facebook page updated throughout year
· Prior to all Booster Meetings:

· Create Agenda and email reminder to all families and coaches

· Create attendance sign in sheet

· After Each Booster Meeting

· Add attendance to spreadsheet

· Type up minutes and send out to all families with upcoming date reminders
· Follow up on any outstanding items you committed to in meeting
· After try-out sign up

· Collect sign-up sheets from Boys and Girls head coaches

· Create distribution list of incoming freshmen as well as returning players
· Email copies of Summer training schedules
· Over the summer

· Email notices about Boys and Girls Summer youth camps
· Email all notices about Mason Pre-Season Classic

· Attend all MPC Meetings

· Work with MPC Director in any role needed
· Prior to Meet the Team

· Create info sheet for spirit wear order and contact info collection

· Make sure you have 6 volunteers for paper collection at event

· Email info sheet to families to have returned at Meet the Team or before if MTT is late
· Print Rosters and create folders for collection
· After Try-outs

· Update “Soccer Balls” with names and hang them at the arena

· Send email to families with meeting dates and volunteer sign up information
· Send emails to recruit team parents, photographers, stats keepers
· After Meet the Team

· Create spreadsheet with all contact information and email to webmaster
· Email spreadsheet for each team to coaches and team parents
· Assist VP’s as needed in emailing/recruiting parents to fill key roles
· Email reminders of spirit wear orders, pay to play, volunteers, booster meetings, athletic newsletter, website, fb, Ball Boy notices, etc
[image: image1.png]



