Foothill-SLAM NJB Job Description

Division
 Coordinator







                                        The Division Director coordinates the activity of a single division. This includes identifying coaches, assisting the Player Agent with the Player Evaluation and Draft process, acting as communication liaison between the Section/Chapter and the coaches throughout the season, assisting coaches to resolve issues, helping with the end-of-the-season play-offs, as assisting with the All-Star selection process. In general, the Division Director oversees the activities of the coaches and teams.                                                                                                                      
Time Frame

Job Duties and Tasks







June
1.
Attend Board Meeting

July
1.
Attend Board Meeting

August
1.
Attend Board Meeting

September
1.
Identify coaches for the division.
2. Review Player Evaluation and Draft process, guidelines and rules.

3. Attend Coaches Meeting to convey the Evaluation and Draft Process with the coaches.

October
1.
Attend Player Evaluations and independently evaluate the players.
2. Facilitate the Player Draft process.
3. Establish Division Coaches Master Email and Phone List.
November
1.
Serve as coaches’ primary contact person for issues regarding schedule, teams and Chapter activities.
2. Communicate to coaches any pertinent section or chapter information, such as special gym access requirements, events and schedules.

3. Remind coaches to comply with any section and chapter requirements, such as completing background check paperwork and finger printing.

4. Remind coaches as appropriate to establish a gym monitor schedule with parents.

December
1.
Serve as coaches’ primary contact person for issues regarding schedule, teams, pertinent section information, and any important chapter information, such as special gym access requirements.


January
1. (same as December)
February
1. (same as December)
2. Oversee Division Play-offs
3.
Assist with All-star Selection Process
March
1. Assist All-star coach or coaches with any issues regarding schedules, paper work, and regulations.

                              2. Identify potential returning coaches for the next season.

April
(none)

May
(none)

Item/Tasks

Description or Responsibility






Identify Coaches
1.
Contact and verify all potential returning coaches.


2.
Contact potential new coaches as indicated on player registration forms.


3.
Use any contacts or other means to obtain references and identify additional potential coaches.


4.
Perform background check (parent’s feedback from previous season) as appropriate to verify coaches are suitable.

Player Evaluator
1.
Attend the division specific player evaluations and rate all players using the process established by the Player Agent.

Draft Facilitator
1.
Act as the Draft (meeting) Facilitator, following the material and processes established by the Chapter and Player Agent.

Communications 
1.
Coach Communication Liaison: receive emails and other communications from the Chapter and Section, and forward to coaches as appropriate with additional instructions if appropriate.


2.
Assist coaches with satisfying Chapter and Section regulations and procedural requirements.

Division Play-offs
1.
Assist with establishing any Chapter internal play-off planning and scheduling.


2.
Notify coaches of any Section play-off schedules and requirements.

Resolve Issues
1.
Assist Coaches with any issues regarding parents, players, coaches, referees, playing rules, etc.


2.
Engage the Player Agent if player issues persist.

All-star Selection     1.
Collect and tally votes according to the Chapter’s All-star Selection Process. 


2.
Attend and assist with running the All-star Try-outs.
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