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Duties of the President
	Meetings
	The President is to set agenda for and conduct all meetings

	Budget
	The President and/or Treasurer is to prepare the yearly budget according to the Constitution and By-laws.

	Taxes
	The President and/or Treasurer is to oversee the preparation and completion of the Club's yearly taxes.

	Registration
	The President and/or Registrar is responsible for organizing and implementing registration for each upcoming season. 

	Selection of Coaches
	XE "Coaches\\:"The President and/or Vice President with the Coaching Coordinator is responsible for obtaining a list of coaches for the upcoming season. The board is responsible for overseeing the final determination of team  coaches for each upcoming season (as detailed in the Constitution and By-Laws).

	Registration Information
	The President and/or Registrar is responsible for entering all registration information into the clubs database software. THIS MSUT BE DONE in a timely fashion. The President and/or Registrar is responsible to distribute to all officers and committee chairpersons all  details regarding  registration including player lists, coaching lists and volunteer help lists. 

	Team Assignment
	The President and Vice-president is responsible for overseeing the final determination of players to teams  (as detailed in the Constitution and By-Laws). 

	Uniform Ordering
	The President is responsible for overseeing the ordering and procuring all uniforms and equipment. The President and/or Registrar is to create a detailed list of uniforms and equipment to be ordered.  This list must be in agreement with the approved budget.  All rosters distributed to the coaches must include uniform information.

	Team Listing
	The President and/or Registrar must submit to all officers a listing of the teams 

	Late Registration
	The President and/or Registrar  is responsible for the determination of acceptance of late registrations and assigning them to a team. The Board decides before registration for that particular season, at what point to disallow late registrations. 

	Uniform Distribution
	The President must oversee the distribution of all uniforms and coaches equipment for each upcoming season.

	PA West
	The President must attend all PA West Northwest District meetings and all PA West general meetings. If the President cannot attend, the President must make provisions to have another officer take his/her place. The President is responsible for all communications with the PA West regarding  year to year changes such as change of officers, list of practice and game fields, etc.

	Correspondence
	The President is to oversee that all necessary club correspondence is completed and that copies are distribute to all officers.  It is the Presidents responsibility to ensure that all club documents are filed. All officers are to submit copies of any correspondence to the Secretary and President. This includes copies of all letters,  details of special arrangements, receipts, etc.

	Miscellaneous
	In the event that any officer fails his/her duties, the President, in accordance with the Constitution and By-laws, is to assume the responsibility of that officer. 

	Non-Profit Organization Status
	The President is responsible to ensure that the club’s 501-C non-profit organization status is secure. This includes filing all the necessary paperwork with the Federal Government.


Duties of the Vice President
	Scheduling of Games
	Responsible for completing the In-House game schedule. In-house consists of U6 and U8. Occasionally includes the U10 “local” travel.

	Club picture day
	Responsible for scheduling the club picture day with the photographer. The photographer is chosen by the board at the beginning of the year. This includes obtaining all forms and price information from the photographer.

	Picture Schedule 
	Schedule each team as to when they have their team photos taken on the club picture day



	Team Selection
	Assist the President with the selection of teams, both In-House and Travel.

	 Practice Fields
	Coordinate the usage of all practice fields. 

	Coaches Training
	The Vice President and/or Coaching Coordinator organizes all coaches training. This is both PA West clinics or license classes as well as all Laurel Soccer Club events. 

	Assisting the President
	Assist the President wherever and whenever necessary.  In the event that the President cannot attend a specific meeting, the Vice President is to take the place of the President. The Vice  President must at all times be aware of the day to day business of the soccer organization in the event that the President cannot fulfill his/her duties. In the event that the President cannot fulfill his/her duties, the Vice President is to assume the duties of the President. 

	Recruiting New Coaches
	Oversee the process of recruiting new coaches. This includes setting goals for the club as well as a plan of action for recruiting new coaches. 


Duties of the Treasurer
	Maintaining the Club's Financial Records
	Administer all of the club’s financial  records. Must keep detailed accounts of all financial transactions of the club.

	Cash Flow
	Collect all fees owed to the club and give a receipt for all such collections in a recognized bank account in the name of the club.

	Accounts payable
	Pay all of the club’s account payables by check within the guidelines of the board. 

	Financial Reports
	Report each meeting (board meetings and general meetings) the financial status of the club. This includes a season by season financial report so the all officers of the board will immediately realize when there are problems.

	Ensure standard accounting practices
	The Treasurer is to ensure that the club is using sound and standard accounting practices This includes, but not limited to, obtaining all required receipts, accurate details of all cash flow, deposits,  organized checkbook, balancing the checkbook, etc. Once per year the Treasurer must have the board review the books in the form of a mini audit so that the board is comfortable that  proper accounting techniques is being used.

	Preparing Club's   Records for Taxes
	The Treasurer is responsible for organizing all financial records necessary to prepare for the club's yearly taxes. This will consist of a breakdown of  all cash receipts and expenses(yearly balance sheet). 

	Administering the yearly budget
	The Treasurer may be called upon to assist the President in proposing the yearly budget to the board. It is the responsibility of the Treasurer to ensure that all officers of the soccer club are adhering to the budget. Any discrepancy or misappropriations must be brought to the attention of the President and the Vice President within a reasonable period of time.  It is the responsibility of ALL OFFICERS to ensure that all spending is within the guidelines of the budget. 

	Fund Raising
	Oversee all fund raising activities. If other volunteers are assisting with fund raising, it is the responsibility of the Treasurer to organize and coordinate all volunteers and activities. All fund raising actives must be approved by the board. The board will determine if and when fund raising activities are necessary based upon the finical status for each upcoming season and the long term goals of the club. 

	Referee Compensation
	Before the start of each season, the method of which referee’s are to be compensated must be completed and distributed all officers and referees.  This includes all necessary paperwork. The Treasurer is to work with the Referee Coordinator to log all referee compensation.  This log MUST BE treated as a typical receipt that is included with all other accounting paperwork and filed at the end of the year. 

	Yearly balance sheet
	At the completion of the calendar year, the Treasurer must present to the board a balance sheet for that business year. This report must be completed within a reasonable time frame upon completion of the calendar year. 

	Filing the yearly  financial records
	All financial records must be stored according to calendar year. This must include all receipts, reports, etc. The treasurer must be able to produce these records within a reasonable period of time.


Duties of the Secretary
	Meetings Notes
	Attend and record meeting notes from all General Meetings and Board Meetings.  If for some reason the Secretary cannot make it to a meeting, the Secretary is responsible to make arrangements for a replacement to record the minutes of the meeting.

	Meeting Attendance
	Responsible for recording attendance at all meetings. The attendance should be recorded with the meeting notes.

	Meeting Summary
	Complete and file a formal copy of the meeting notes (includes filing meeting notes electronically if possible).

	Distribute Meeting Notes
	Within two weeks, mail the formal meeting notes to all Board members and Committee Chairpersons.

	Club Information
	The Secretary is to keep a copy of all pertinent documents of the Soccer Club.  This includes any and all correspondence from ANY of the officers or committee chairpersons.

	Arrangements for special events
	Assist with arrangements for special events  such as coaches clinics, referee meetings, general meetings and board meetings.

	Phone Calls
	Assist where needed with phone calls for special functions or meetings

	Soccer Library
	Maintain a library of soccer related videos, books and manuals for coaches,  referees and players. Any one wishing to use any item in the Library will contact the Secretary with their request. 


Duties of the Referee Coordinator

	PA West
	Main contact between the club and the PA West in all regards to referees. Includes items such as scheduling referee assigners. Must attend any meetings required by the Pa West.

	Scheduling of Referees for all In-House Games
	Complete the schedule for referee’s for all in-house games. This should be done before the beginning of the season.

	Scheduling of Referees for all Travel Games
	Complete the schedule for all referee’s for all travel games. This should be done before the beginning of the season.

	Distribute Referee Schedules
	Distribute all in-house and travel referee schedules to all of the club’s referees and officers. This should be done before the beginning of the season.

	Rule changes
	Notify all referees of any rule changes which may occur.

	Referee Training
	Organize all referee training, both PA West  and Laurel Soccer Club classes and seminars. 

	Recruiting New Referees
	Oversee recruiting of new referees. Includes setting club’s short term and long term “plan of action” for the development of the club’s referees. 

	Referee Compensation
	Ensure that the proper method of referee compensation is in place before the start of the season and that all referee’s understand the system. This includes distributing any paperwork involved and ensuring that travel coaches obtain money before the start of the season for paying referees.

	Referee Compensation Documentation
	Ensure that the club’s treasurer has the proper paperwork for referee compensation (to ensure that the club is following “accepted accounting standards”).

	Referee Certification
	Responsible for recruiting new referees to attend the certification classes (at least 2 new referees per year). Includes notifying all new candidates when the classes will be.

	Referee Recertification
	Responsible for overseeing that all certified referees attend recertification class (includes notifying of all class locations and dates).

	Complaints
	Main contact for any and all complaints in regards to the club’s referees. 

	Evaluation of the Referee Program
	Constantly evaluate the Club's referee program and express to the Board areas of concern or weakness. This is to include all phases of the game consisting of referee ability, knowledge of the rules, good sportsmanship, proper attitude towards the player and coaches, etc.

	Setting Long/Short Term Goals for the Referee Program
	Set long and short term goals for the club’s referee program.

	Coaches Training
	Assist the Youth Coordinator with training of coaches in regard to understanding the rules and regulations of the games.


Duties of the Registrar

	PA West
	Main contact between the club and the PA West Northwest District Registrar. Attend Pa West meetings when required.

	Player Passes
	Obtain player passes for the players and coaches participating on all club travel teams.  All Player Passes MUST be obtained BEFORE the Northwest District registration date for each season. 

	Pa West Registration
	Responsible for registering all of the club’s players with the PA West. Part of this requirement is typing rosters, obtaining players passes, and meeting with the Northwest District Registrar at least once per season.

	Providing Rosters for Pa West
	Responsible for providing the PA West Northwest District Registrar with rosters of all travel teams and roster all In-House players (according to Pa West Northwest District Rules). 

	Registration “Correctness”
	Ensure that all Pa West rules for registering players and teams are being followed. Report to all board members any discrepancies and rule changes.

	Pa West Registration via Electronic media
	Provide the PA West State Office with a computer disk containing a database of all the players registered with our club.

	Club’s database software
	Update the club’s database software at the completion of registration for each season. This includes generating all of the required forms. 

	Club Membership Listing
	The Registrar shall provide a list of all teams, players registered, fees collected, etc to all board members and committee chairpersons. 

	Registration
	Assist with registration for an upcoming season.  This consists of distributing notification forms of registration, obtaining the necessary copies of the registration form, and assisting at registration. 

	Volunteer List
	Provide to all board members and committee chairpersons a list of those who indicated that they would volunteer.

	Late Registration
	Responsible for altering rosters of Travel Teams or in-house age groups that have been previously registered with the Pa West(in a given season) in the event that changes are required (such as for late registration).

	Paperwork for coaches
	Must provide each travel team coach with their stickered roster and player passes for that season. Upon completion of the season, the Registrar is to obtain the Stickered Roster and Player Passes back from each coach. It is the responsibility of the Registrar, not the coach, to hold all player passes and stickered rosters. 


Duties of the Youth Coordinator

	PA West
	The Youth Coordinator is to be the main contact with the PA West Director of Coaching. 

	Assisting the President
	Assist the President with ordering, procuring and distributing all uniforms and equipment.

	Coaches Training
	Oversee all coaches training. This consists of planning, setting course agenda, conducting seminars and clinics. This also includes scheduling Pa West clinics/classes. 

	Coaches Contact
	Responsible for contacting all coaches for any special events such as classes, clinics or special events. 

	Assisting Coaches
	Whenever possible, to assist in-experienced coaches with practices, games, etc. 

	Recruiting New Coaches
	Oversee recruiting of new coaches.  All coaches are to be approved by the board previous to the start of a season. 

	Assessing Coaches
	Responsible for assessing coaches for the purpose of  the assisting the board in “assigning the best coach valuable for all teams”.

	Evaluation of  Coaches
	Constantly evaluate the Club's coaching program. Express to all officers any areas of concern or weakness. This is to include all phases of the game consisting of coaching ability, knowledge of the rules, good sportsmanship, proper attitude towards the player, ability to coach, tactical skills, player improvement, etc. 

	Ensuring Good Sportsmanship
	The Youth Coordinator must attempt to have every coach, referee, and player adhere to the Club's Constitution and By-Laws and overall attitude of  "Keep it fun" and the usage of  “Good Sportsmanship”. The Youth Coordinator is to ensure that this topic is presented at all clinics, seminars and training sessions. Each coach and referee must be persuaded to promote this attitude of good sportsmanship with his/her players and associates.

	Complaints
	Handle any and all complaints in regards to coaches.

	Setting Short/Long term goals
	Constantly evaluating the development of our coaches and to present to the board long and short term goals for the coaching program. 


Duties of the Field Coordinator

	Field maintenance
	Responsible for maintaining all fields used by the club. This includes practice fields and game fields. 

	Setup of game fields
	Responsible for setting up all game fields prior to the start of each season. Includes organizing volunteers to assist. 

	Safety of all fields
	Ensure that all fields is game ready and safe. 

	Field Markings
	Ensure all game fields are marked properly with lines clearly painted (at least one day in advance of games).

	Corner Flags
	Responsible for setting up corner flags on game day (or organizing volunteers to do as such).

	Portable Bathrooms
	Ensure that there are bathrooms available for all fields, both practice and game fields. This includes making arrangements for portable bathrooms to be setup by the start of the season.

	Cutting of grass 
	Overseeing the cutting of grass for all fields which includes having lawn care companies available for cutting of grass and monitoring all fields to ensure that the grass is properly cut. 

	Evaluation of fields
	To constantly evaluate all fields to ensure that fields are safe, goals secure, etc.

	Rainouts
	Assist the President in determining if to cancel games due to foul weather

	Organizing Volunteers
	Responsible for organizing and scheduling all volunteers in regards to field setup, grass cutting and line painting. 

	Practice Field Setup
	Responsible for ensuring that all Practice Fields are safe and ready

	Off Season
	Upon completion of each season, responsible for removing goals whenever necessary. This includes finding “storage” of the goals.  

	Supplies
	It is the responsibility of the field coordinator to have on hand the necessary supplies and equipment for maintenance of the fields. The field coordinator should have on hand at least three weeks supply of paint for marking fields. The field coordinator must inform the President of shortages at least three weeks prior to when the paint is needed. 

	Goals
	The field coordinator is responsible for the maintenance of all goals. The maintenance should be done during the "off" season so that the goals will be game ready by the beginning of the playing season.

	Anchoring of goals
	Responsible for ensuring that all goals are properly anchored throughout the season.
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