Varsity Cheer Parent Volunteers

 Job Descriptions

2010-2011
***Below is a description of what each job entails.  You will also receive a folder that has a timeline and examples of the job you volunteer for.  Please update these folders each year so from year to year parents know what to do, who to use, and what was done in the past.  Please keep in mind all job descriptions are subject to change year to year depending on the group***
*Meeting Coordinator –  Deborah Reed
1. Works with sponsor to produce meeting agendas and information

2. Help Facilitates meetings

3. Keeps parents and sponsor aware of upcoming projects

*Secretary –  Deborah Reed
1. Keeps minutes of meetings
2. Makes copies of minutes of the meetings to distribute to each parent at the next months meeting.

3. Emails minutes of the meetings to parents and sponsor.
*Treasurer –  Debbi King
1. Transfer account over from previous year.

2. Turns in sanctioning forms to EPSAC by June 1st 

3. Collects funds from parents.  In a typical year we collect $50-$100 up front each.  This does not include camp expenses and some clothing expenses.
4. Keeps the financial records for the Mom’s Group, reimburses as authorized, and makes monthly report to be distributed at meetings.
5. All funds require a receipt at time of reimbursement or invoice from a business.

6. If the squad does fundraisers…keeps track of each girls money.
*Booster Club Rep – Rose Costello
1. Attends monthly meetings (3rd Wednesday of every Month)

2. Represents Varsity Cheer at all Booster Club Meetings and events.
3. Presents any requests from Varsity Cheer Sponsor.
4. Provide membership forms and collects dues for Booster Club from parents (turn in as a group)
5. Helps with Booster Club Auction.

a. Collect donations

b. Decide on project (Organizes and Assemblies Auction Basket from Varsity Cheer)

c. Prepares schedule for work shifts at the Auction. 
*Special Events Coordinator –  Kim Dean
1. Schedule monthly dinner sign-ups for the squad. 

a. December is Christmas Party

b. March is End of Year Party

2. Coordinate with Pom to see if sack lunches are needed on long out of town games (only necessary if girls don’t have enough time to get dinner on their own).

3. Special Ed Valentines Party – given by the squad.  Usually pizza, games, and gifts.  Coordinate with special education teachers and sponsor for times and appropriate gifts.  Wrestling chants work well and add in each special education student’s name.
4. Liaison with JV and Freshman Cheer Squads

5. 4th of July Parade
a. Turns in the application and coordinates transportation and decorations
*Senior Night Coordinator (Needs to be a Junior Mom) –  Tana Rafter
1.  Organizes Senior Night.  (takes place at the last home game during basketball season)

2.  Works with Basketball & Pom to decorate the gym for senior night
3.  Orders flowers for the girls and their moms on Senior Night.
4.  Makes large banner for gym (use the tarps from the past years to decorate…they are located in the storage room in the pom/cheer facilities)
5.  Mats 8 by 10 photos of seniors with their names & quote from the sponsor
*Cheer Banquet Coordinator (Needs to be a Junior Mom) –  Karen Tower
1. Organizes date and location for Cheer Banquet honoring the seniors (usually end of April or early May)
2. Select and purchase a gift for Varsity Seniors from Varsity Juniors (coordinate with gifts chair)

3. Collect money for banquet from parents and Varsity Juniors.  (Account pays for Varsity Seniors and Sponsor’s meals)

*Public Relations Coordinator – Janice Clark & Martha Frye
1. Weekly puts congratulations and game announcements in Edmond Sun Incidentally column.
2. Also send various pictures of the squad into Edmond Life and Leisure.

3. Send emails or calls with good luck wishes for Varsity Sports.  Try to support all activities, football, basketball (girls and boys), volleyball, swimming, wrestling, cross country, etc.  Use Husky calendar to include all sports.   
*Yard Signs Coordinator (2 Junior Moms-2 year job)–  Tana Rafter & Karen Tower
1. Designs and purchases yard signs for ALL SPORTS.  (Past ordered from Tony 348-3565)
2. Prepares schedule for shifts to sell during enrollment days. (coordinate with pom)

3. Works closely with pom to make sure the job is being done equally.

4. Switches off year to year if pom or cheer is in charge of this job (but works together)
*Calendar Fundraiser Rep. (2 year job) –  Kim Adams & Julie Miller
1. Coordinates the making of the Husky Calendar fundraiser with pom.
a. Theme of Calendar

b. Set Photographer to take pictures of Seniors (before school is out)

2. Coordinates with pom to type up and print the calendar.  Also works with pom to coordinate sale of calendar on enrollment day.

3. Organizes the hand out process of calendars (each parent pays for their 25 calendars up front…then it is the responsibility of their daughter to sell the calendars and make the money back!)
*Extra Fundraisers Coordinator –  Debbi King
1.   Organizes any additional fundraising, other than the calendar, that the squad and parents would like to do!

2.  Gathers info on available fundraisers (mom’s vote on participation)

3.  Distributes info to girls and sponsor.

4.  Receives and Distributes Merchandise

5.  Collects money and gives to Treasurer to put into the Varsity Cheer account.

*Trophy Case Coordinator – Kim Jekel
1. Update and decorate as you choose the trophy case with photo collage, composite photo board, camp awards, etc. (at beginning of year).
2. Might want to update this with a picture before you receive the big composite because the composite isn’t usually done until late November.
*Photo/Program Coordinator
–    Kim Adams & Julie Miller
2. Take snap shot of new squad to be placed in local papers.

3. Schedule squad and individual pictures with the photographer who works with cheer and pom on the calendar.  (before schools out is best because football will need group pics for program by mid July).
4. Obtains CD of group photos for football and basketball programs and gets them turned in on time. (July for football, October for basketball)
5. Turns in photos and wishes for spirit squares for programs.  (Cheer account pays for this)
a. Spirit square thanking coach

b. Spirit square from seniors to juniors

c. Spirit square from juniors to seniors

6. Distributes forms for spirit squares to all squad members for personal spirit squares.  Individuals are responsible for paying and turning in own forms. 

7. Order and obtain the composite photo board for the trophy case and one given to sponsor.  (Usually this is free, but squad orders small ones (8x10) for each girl and sponsor for Christmas…usually $15 each)

8. Provide group photo for yearbook on CD.

9. Remind senior parents to get photos of all seniors and message for the group Senior Salute in the yearbook (due in fall).  (Senior Parents split the cost of this page)
10. Turn in senior salute from juniors into the yearbook  (Cheer account pays for this)
*Video Coordinator – Linda Wright
1. Gathers info so Moms group can choose a company/person to produce the Cheer Video.

2. Makes sure the person is notified of the schedule on things to be in the video (camp, assemblies, games, parties, parade, etc.)

3. Obtain gate pass for videographer.

4. Obtain from Seniors – Baby Picture & Senior Picture 

5. Obtain from Juniors – Baby Picture & Cheer Picture

6. Obtains 6 pictures from each girl for the videographer

*Clothing Coordinator– Debbi King
1. Functions as go-between for squad, sponsor, and Moms Group on clothing decisions.

2. Orders Camp Clothes (typically 3 outfits)- Done through Varsity Spirit
3. Orders Sweatshirt or Jacket (girls preference)

4. Order Shirts for the Year (Camo and Squad shirt with all the girls names on it have been done in the past)
5. Provides examples of style and budget sheet to both groups for final approval.

6. Orders clothing and distributes to all team members.
*Gifts Coordinator –  Debbi King
1. Coordinates gifts for squad (example composite photo, camp gift, ear warmers, gloves, etc.

2. Orders bags, ribbon, earrings, etc. (gift to girls before camp)
3. End of year gifts for seniors (coordinate with Senior Banquet Chair)
4. Sponsor gifts throughout the year (Christmas, birthday, end of year, state)
5. Organize $5.00 gifts for girls on their Birthday???
*Camp Coordinator –  Lynnetta Giroux & Michelle Owens
1. Assist sponsor if needed in getting all items to camp.
2. Assist sponsor in organizing and purchasing the nightly snacks for the girls.

3. Helps sponsor in any other area needing help regarding camp!

*Decorations (Balloon/Locker Signs)– Leslie Bruner
1. Check with sponsors on purchase of supplies for balloons (balloons, helium, plastic bags, clips, etc.)

2. Makes sure there is enough helium in the tank each week for the balloons and helps to get the balloons to the field each week, if the girls need help.
3. Coordinate locker signs for all sports player’s lockers.   The girls decorate signs and place them on the lockers.  Girls work with Pom on this.

4. Make and decorate lockers signs for Varsity Cheer.  Place on their lockers to surprise them for the first home game.
*Spirit Coordinator– Tracy Adams
1. Replenish water bottles in the pom/cheer closet for girls at football games.

2. Assist with coordinating treats for athletes.
3. Use the money from sled team to purchase snacks for Football players at beginning of school year.
4. Consider special treats for play-offs.
5. Assist with any special needs for half-time performances.

6. Assist with pom/cheer clinic for elementary girls if needed.
7. Assists in coordinating treats for visiting cheer squads.
*Homecoming –  Janice Clark 
1. Arrange transportation or float for girls in parade.

2. Orders and distributes homecoming corsages for squad and Sponsor.

*PACT Pals – Kim Dean
1.  Works with football & basketball to coordinate PACT Pals
2.  Coordinate with sponsor on getting Pact Pal Information sheets for girls to the organizers of PACT Pals

3.  Helps in planning what the girls should do with their classes at pact pals (color sheets, treats, chants, etc.)

4.  Emails the teachers involved in PACT Pals each time they go to see if all students who were suppose to attend came.

*Husky Spirit Wear (1 Junior & 1 Senior mom)– Debbi King, Lynnetta Giroux, & Michelle Owens
1. Helps come up with designs for the Husky Spirit Wear Line

2. Coordinates production of the clothing line

3. Facilitates and coordinates selling of Husky Spirit Wear
