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RECREATION DIVISION

COORDINATORS JOB DESCRIPTION

What Is A Division Coordinator?
· A Coordinator handles all aspects of the soccer program for a specific age/gender group of children.
· The Coordinator is the point person for the Club’s Directors and especially for the parents.

· Coordinators are appointed to the Board of Trustees and are expected to attend monthly meetings, held the 1st Wednesday of each month from 7:30 – 9:00 at the Cranford Community Center, to provide a status report.

· Coordinators’ name, address, and phone number are published on the website.

What Does A Division Coordinator Do Throughout the Season?
· Obtains a User ID and Password from Database Administrator

· After deadline, downloads all registrations through online Demosphere software

· Maintains online database of all players

· Decides how many teams will be formed and recruits a coach for each team

· Assistant coaches, required for each team, may be assigned by the Coordinator or chosen by the coach

· The Coordinator may also coach or assist with a team

· Sends a roster of Coaches, to include name, address, phone numbers and email addresses, to VP of Coach and Player Development and to VP of Rec Division

· Picks up soccer uniforms and equipment from designated location
· Informs VP of Recreation of the amount of Referee Funding needed

· Arranges a coaches’ meeting to conduct the following business:

· Draft Teams (required for Rec1 and above)

· Distribute Uniforms and Equipment

· Distribute Referee Money

· Prepares the Game Schedule and Sends to Coaches, VP Recreation, Referee Coordinator, and VP Coach and Player Development

· Sends Game Schedule for Designated Picture Day to Coordinator

· Re-Schedules All Makeup Games: Must Notify Ref Coordinator and confirm Field Availability with Field Manager

· Prepares Weekly Schedule for Coaches to maintain fields (lining of fields and placement of flags before first game), pay referees, clean up fields after last game, and return corner flags to designated location

· Coordinates season-end SoccerFest with other Division Coordinator

· Picks up trophies to be distributed at SoccerFest; ensures all players receive trophy, hand-delivering if necessary

· Collects equipment from coaches; reviews inventory list, notifying VP Rec of missing equipment for following season; and returns to storage facility 
· Collects Player Evaluations from coaches for drafting of next seasons’ teams
· Relaxes, unwinds, and gets ready to start over

The Cranford Soccer Club is a not-for-profit volunteer organization, whose goal is to help foster the enhancement and development of soccer for all ages and abilities.


