Foothill-SLAM NJB Job Description


Picture Day Coordinator

The picture day coordinator is responsible for securing a photographer, determining the appropriate picture day package, ensuring that picture day is fully staffed with volunteers and distributing the finished photographs.

Time Frame

Job Duties and Tasks







July
1.  Determine with input from the board if photos will be included with the registration fee.  If photos will be included, determine the appropriate budget.  If possible, get the scheduled date of Picture Day from board before contacting photographers.  Typically, picture day occurs on the date of the first game of the season. Also, it will need to be decided if a make-up day will be offered or not.  If not, it will need to be determined what absent players will receive if the league does provide photos.  During the FY05/06 season, an 8x10 team photo was received in place of a memory mate for those players who missed picture day.


2.
Begin to contact various photographers and secure quotes.

August
1. 
After receiving quotes, get approval from Board to secure the appropriate photographer.

September
1. 
Find out location from Board for Picture Day.  

2.  Contact photographer with approximate number of players in the league and make arrangements to receive the appropriate number of picture day forms.

October
1. 
Prepare flyer with picture day information to be attached to the picture day form.  Enclose 10 flyer/forms in manila envelopes to be distributed to the coaches during the draft.

2.  Get list of picture day volunteers and send email soliciting help for picture day.  Usually volunteers are booked in shifts of two hours.  If the photographer brings an organizer, then one volunteer per shift along with the picture day coordinator is sufficient.

November
1. 
Once game schedule has been received, schedule teams for photos taking into consideration game times and how far teams must travel to picture day site.  Get guidance from photographer to determine the amount of time between teams


2.
Publish the schedule to the website as soon as possible.  

December
1. 
Attend Picture Day.  Prepare to get to the location an hour before the shooting begins so that photographer can set up. Assist the photographer as needed.  Give volunteers copy of the schedule so they can gather teams and assist in herding them through the process

January
1. 
Determine how pictures are to be distributed. During the FY05/06 season, photo’s were distributed at a centrally located gym along with t-shirts for the coaches.  Photos typically are received sorted in the same order that they were taken.  Keep copy of photo day schedule to assist in distributing photos.

February
1. 
Attend monthly board meeting

March
1. 
Attend monthly board meeting

April
1. 
Attend monthly board meeting

May
1. 
Attend monthly board meeting

Sample Flyer to be attached to Picture Day Forms: 

PICTURE DAY 

IS

SUNDAY, DEC. 4TH
9:30 AM – 4:00 PM

at the

Fremont High School Dance Studio* in Sunnyvale

Please check the Foothill-Slam NJB website at:

http://njbfoothill.d4sports.com/leaguemanager/
for your team’s photo time

The league will be providing each player with a digital memory mate.  To receive this, the attached order form must be completed even if no additional photos will be ordered.

Please arrive 15 minutes before your scheduled time.

If you have any questions, please contact Jane Doe at 123-4567 or at email@yahoo.com

* The dance studio is located behind the California Swim Center by the football field at Fremont High School, 1279 Saratoga Sunnyvale Road Sunnyvale.  A campus map can be found at:

http://www.fhs.fuhsd.org/documents/fhs_campus_mapf.PDF
Sample Picture Day Schedule:
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Time

Division

Coach

9:30 AM

FHD1B9

Nickel

1:08 PM

FHD2B6

Hoffman

9:37 AM

FHD3G3

Vermeer

1:15 PM

FHD2B4

LaPierre

9:45 AM

FHA7B1

Lyman/Vermeer

1:22 PM

FHD2B10

Mack

9:52 AM

FHA8G1

Gradiska

1:30 PM

FHD3G2

Jones

10:00 AM

FHD1B8

Mulcahy

1:38 PM

FHD2G2

Polisso

10:07 AM

FHD2B1

Mendy

1:45 PM

FHA7G1

Augustin

10:15 AM

FHD2B3

Ruldoph

1:52 PM

FHD1B10

Quigley

10:22 AM

FHD2B7

Lucca

2:00 PM

FHD1B2

Dinsmore

10:30 AM

FHD2B8

Pinkner

2:08 PM

FHD2B5

Jarvis

10:37 AM

FHD2B9

Auerbach

2:15 PM

FHD2B11

Huwe

10:45 AM

FHD1B5

Abramo

2:22 PM

FHD1B7

Valadez

10:52 AM

FHD1G3

Curley

2:30 PM

FHD2G4

Green

11:00 AM

FHD3B7

Gittings

2:37 PM

FHD2B2

Dempsey

11:07 AM

FHB3B1

Frazier

2:45 PM

FHD3G1

Hughes

11:15 AM

FHA5B1

Ragni

2:52 PM

FHD2G3

Pazmany

11:22 AM

FHA8B1

Washington

3:00 PM

FHD3B4

Clevenger

11:30 AM

FHD1G1

Rogers

3:08 PM

FHD1B6

Tolliver

11:37 AM

FHA6G1

Reyes

3:15 PM

FHD1B3

McGovern

11:45 AM

FHD3B2

Douglas

3:22 PM

FHD1B1

Peters

11:52 AM

FHD3B3

Benedetti

3:30 PM

FHD2B12

Phillips

12:30 PM

FHA6B1

Heitz/Chern/Green

3:38 PM

FHD2G1

Hinojosa

12:38 PM

FHD1G2

Worland

3:45 PM

FHJVB1

Drumm/Kasianchuk

Foothill NJB/NJB-SLAM Picture Day

Date: Sunday, December 4, 2005

Place: Dance Studio, Fremont High School in Sunnyvale




	1. Please arrive 15 minutes prior to your scheduled time.

	2. Please have the order form completely filled out before arriving. 
    Order forms will be distributed by your team parent.

	3. Please have checks made out to Phototrek

	4. All players will receive a digital memory mate.  An order form must be completed even if   no additional photos will be ordered.

	5. Please instruct players that a T-shirt worn under the uniform must be blue or white and  match the predominate color of the uniform worn for the picture.  For a better team picture, it is suggested that entire team either wear a T-shirt under the uniform or the entire team does not.

	6. Please direct all questions to your team parent or contact Jane Doe
    at 408-XXX-XXXX.
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Picture Day Schedule

		Foothill NJB/NJB-SLAM Picture Day

		Date: Sunday, December 4, 2005

		Place: Dance Studio, Fremont High School in Sunnyvale

		Time		Division		Coach				Time		Division		Coach

		9:30 AM		FHD1B9		Nickel				1:08 PM		FHD2B6		Hoffman

		9:37 AM		FHD3G3		Vermeer				1:15 PM		FHD2B4		LaPierre

		9:45 AM		FHA7B1		Lyman/Vermeer				1:22 PM		FHD2B10		Mack

		9:52 AM		FHA8G1		Gradiska				1:30 PM		FHD3G2		Jones

		10:00 AM		FHD1B8		Mulcahy				1:38 PM		FHD2G2		Polisso

		10:07 AM		FHD2B1		Mendy				1:45 PM		FHA7G1		Augustin

		10:15 AM		FHD2B3		Ruldoph				1:52 PM		FHD1B10		Quigley

		10:22 AM		FHD2B7		Lucca				2:00 PM		FHD1B2		Dinsmore

		10:30 AM		FHD2B8		Pinkner				2:08 PM		FHD2B5		Jarvis

		10:37 AM		FHD2B9		Auerbach				2:15 PM		FHD2B11		Huwe

		10:45 AM		FHD1B5		Abramo				2:22 PM		FHD1B7		Valadez

		10:52 AM		FHD1G3		Curley				2:30 PM		FHD2G4		Green

		11:00 AM		FHD3B7		Gittings				2:37 PM		FHD2B2		Dempsey

		11:07 AM		FHB3B1		Frazier				2:45 PM		FHD3G1		Hughes

		11:15 AM		FHA5B1		Ragni				2:52 PM		FHD2G3		Pazmany

		11:22 AM		FHA8B1		Washington				3:00 PM		FHD3B4		Clevenger

		11:30 AM		FHD1G1		Rogers				3:08 PM		FHD1B6		Tolliver

		11:37 AM		FHA6G1		Reyes				3:15 PM		FHD1B3		McGovern

		11:45 AM		FHD3B2		Douglas				3:22 PM		FHD1B1		Peters

		11:52 AM		FHD3B3		Benedetti				3:30 PM		FHD2B12		Phillips

		12:30 PM		FHA6B1		Heitz/Chern/Green				3:38 PM		FHD2G1		Hinojosa

		12:38 PM		FHD1G2		Worland				3:45 PM		FHJVB1		Drumm/Kasianchuk

		12:45 PM		FHD3B5		Russert				3:52 PM		FHJVB2		Aspedilla/Troedson

		12:52 PM		FHD3B6		Whitford				4:00 PM		FHJVB3		Los Altos HS

		1:00 PM		FHD1B4		Anderson

		1. Please arrive 15 minutes prior to your scheduled time.

		2. Please have the order form completely filled out before arriving. 
    Order forms will be distributed by your team parent.

		3. Please have checks made out to Phototrek

		4. All players will receive a digital memory mate.  An order form must be completed even if no 
   additional photos will be ordered.

		5. Please instruct players that a T-shirt worn under the uniform must be blue or white and 
    match the predominate color of the uniform worn for the picture.  For a better team picture,
    it is suggested that entire team either wear a T-shirt under the uniform or the entire team
    does not.

		6. Please direct all questions to your team parent or contact Lisa Hoffman
    at 408-480-1865.

		Picture Day Coordinator:  Lisa Hoffman 408-480-1865, email: sweetieboy93@yahoo.com
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