OFFICE COORDINATOR JOB SUMMARY
The MYAA Office Coordinator reports directly to the VP of Administration.


Maintain current By-Laws and Constitution and distribute as necessary.

Keep accurate records regarding Board of Directors contact information and term.
Maintain accurate records pertaining to ongoing business of MYAA. 
Maintain master schedule of sports primary important dates.

Maintain confidentiality with respect to communication with and among the board and all matters        relating to financial responsibilities of the board and participants.

Communicate frequently with directors during their season.

Duties will be performed during uniform, established hours. 


When taking time off, notify the VP of Administration in advance.

An annual review will occur prior to the end of the fiscal year.

DUTIES AND RESPONSIBILITIES

1) Daily Duties:

· Answer the telephone and respond to e-mails handling inquiries and concerns.  Maintain a professional demeanor.  If there are messages on the machine, a return call or forward to the appropriate director immediately.
· Complete timesheet accurately for proper allocation of payroll expense and submit to President and VP of Administration.

· When completing tasks outside of the office, use the MYAA truck.
· Any task requested by directors or officers. 

2) Registration Duties:

· Build/open/close registrations per instructions from director.

· Assist participants as necessary including calls, e-mails, payments, late registrations
· Send bulk e-mail when appropriate

· Coordinate items for each sport such as background checks, picture days, facility use agreements, port-o-potties rentals, incident reports, etc.
· Communicate with the director any unpaid registration fee for withholding of uniform.
· Assist in uniform and equipment ordering.  Notify appropriate director regarding issues and when received.
3) Booking Responsibilities:

· Using registration software (Sports Connect) complete weekly reconciliation and advise Treasurer.
· Post deposits received from registration software into accounting software.

· Deposits must be received and posted to a customer account, including information indicating a check for a sponsor, team fundraiser, registration, etc. 
· Printout deposits for Treasurer verification.
· Prepare deposits for approval and bank including the “deposit only” stamp and complete deposit slip. 
· Deposit and post concession stand and 50/50 receipts immediately

· Enter Riptide funds for teams, sponsors, and fundraising into the appropriate spreadsheets for reconciliation.
· Enter approved invoices into accounting software. 

· Check requests must be submitted and approved prior to issuance. Keep detailed description in the memo line and the account line on the check in the software program.

· Payment of concession stand expenses.

· Payment to game officials for all sports per director and expense accordingly.

· All checks must have an expense account set up.  
· Vendor -  Include the full name and address in the Vendor Center.  
· 1099 recipient – Completed W-9 must be obtained.

·  Under 16 - SS # and full address must be set up. 
· Preparation of reports as requested from directors or Treasurer.
4) Sponsor

· Maintain accurate spreadsheet of sponsors in each category (bundle, sport, payment status) and report information to Sponsor Coordinator.

· Assist in follow up payments and invoices as necessary.
· Keep directors informed with the number of sponsors for their league prior to the start of their season.
5) Board Meetings:

· Attend the monthly board meeting and submit minutes using the template.  Once completed, distribute to all board members. Minutes should be written concisely following the agenda. As board members contribute to the agenda, pick up the highlights of their conversations, and contribute during the Administration portion of the agenda when necessary.  Reminders of the board meeting are to be distributed to members 3 days prior with the agenda, financials and minutes.  
6) General Office Duties
· Maintain office supplies

· Filing of invoices 

· Ensure the check request, invoice and check stub are stapled together.

· Distribute mail appropriately

· Clean the office area and restrooms frequently.  Trash should be taken to the dumpster.
7) Miscellaneous Group Registration/License
· Golf Outing

· Dick’s Shop Days

· Erie Gives Day

· Trail of Teats

· Homecoming Parade

· Small Games of Chance License

· Health Department License

· Request Certificate of Insurance
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