Foothill-SLAM NJB Job Description


Uniform Coordinator

The Uniform Coordinator is responsible for ordering and distributing uniforms and tee shirts to the divisional and high school NJB teams, the All-Net Teams and the All-Star teams. The Uniform Coordinator orders and distributes tee shirts for head coaches and shooting jerseys for those players who order them.  The uniform coordinator handles ongoing uniform issues such as lost uniforms, additional player uniform requests, etc.  

Time Frame

Job Duties and Tasks







June
1.
At Board Meeting, determine dates of registration, team formation (All-net, Divisional and High School) and picture day so timing of uniform orders can be coordinated.

2. Contact the uniform vendor and tee shirt vendor to talk about timing of the orders. Confirm/negotiate prices.

3. Obtain a key to the Blach gym so you can use this to access uniform inventory. 

July
1. Review uniform information on the D4 database for accuracy and completeness before the system goes live for registration.

August
1. 
Make first order for uniforms with 50 youth large and 50 adult small uniforms.


2. If there is a walk-in registration, attend the walk-in registration to provide new players with the opportunity to try on jerseys and shorts in various sizes. 
3. Review the planned timing of orders to ensure it still allows enough time to receive and distribute orders prior to picture day. 

4. Send an e-mail message to all players, instructing them to turn in their used uniforms at try-outs. 

5. Have bins at try-outs for used uniform collections.

6. Launder used uniforms. 

September
1. 
Immediately after All-net teams are determined, place All-net uniform orders. Use the D4 database information to determine the sizes to order in jerseys, shorts and shooting shirts. D4 Excel files will need to be manipulated if not sorted by D4 next year. Take into account used uniform inventory when placing new order.

2. Immediately after divisional teams have been formed, place the order for divisional uniforms. Use the D4 database sheets to determine the sizes to order in jerseys, shorts and shooting shirts. Take into account used uniform inventory when placing new order.  Also, you may want to order a few extra uniforms in each size for exchanges. Use your judgment based on back stock inventory. We tried to have 5 extra in each size.
3. Order tee shirts from the tee shirt vendor. Use the D4 database to determine the sizes and quantities to be ordered. Discuss with the NJB Board if they want to provide coaches with tee-shirts. They decided to do this in December of this year and it required an additional order, pick-up, etc. It would be more efficient to order all tee-shirts together. Also, there was some talk about supplying players with white and blue tee-shirts (this year we supplied only blue tee shirts). Make sure this is decided before placing the order. 
October
1.
Monitor Registration changes and update lists accordingly (dropped players/new players).


November
1. 
Recruit volunteers to help organize uniforms by team. This year we spent one night doing this. We probably had about 10 volunteers. See notes below for details about this night.

2. Plan a uniform distribution night. Send a message to coaches telling them the time and place of the uniform distribution.
3. Plan an exchange night for players who ordered wrong sizes or did not receive orders.

4. As soon as high school teams are formed order uniforms.

December
1.
Handle ongoing uniform exchanges.

January
1.
Order All-Star Uniforms 

February
1.
Distribute All-Star uniforms

March
1.
Arrange a uniform collection day for used uniforms.

Important Numbers and Contacts

Uniform Vendor

Dave Miller
Evans Sporting Goods
714-537-7840
dave@evanssportinggoods.com
Tee Shirt Vendor

Steve Malik

California Sporting Design

2878 South Bascom Avenue

San Jose, CA 95124

408-559-1888

steve@calsportdesign.com
Other information:
Planning the Uniform Sorting Night:
One of the biggest parts of this job is to organize the uniforms\tee-shirts by team once you have received them from the vendors. We did this in one evening with the help of volunteers. Here are some helpful hints about the process:

· Parents can volunteer to help with uniforms. Request the database coordinator give you a printout of volunteers. Use this list to recruit volunteers for the sorting night.

· Secure a location for doing the sorting. Use one of the gyms where we already have time scheduled. Since all the uniforms are stored at Blach this would be the logical location to do sorting. Last year the uniform vendor delivered uniforms to the gym. Check with the vendor to see if he can do the same this year. We needed to pick up the tee shirts in Campbell. Make sure you have tables and chairs for sorting.

· Obtain printouts from the D4 database by team to determine the uniforms needed for each team.  May need to be manipulated by coordinator if not sorted by D4. Summarize each team’s order on a separate sheet showing how many uniform components of each size the team will need need. The volunteer will use this to fill the order.

· The uniform coordinators should get to the gym before the volunteers and sort the uniforms by size. Organize the uniform shorts, shirts, tee shirts and shooting shirts into piles by size and place large signs above the piles of uniforms indicating sizes.

· Have a summary of the uniform order for each team (how many of each size of each component of the uniform were ordered) and the detailed order (this shows what each player ordered) for each team. Have volunteers take these sheets and fill the order.

· Once a volunteer has filled an order, he or she should take the completed order to the uniform coordinators who will check it to make sure the order has been correctly filled.

· The uniform coordinators will then put the completed order into a large trash bag, place the orders inside the bag with the uniform (this is so the coach can correctly distribute the uniforms to each player) and tape the team number and coaches’ last name on the outside of the bag.

· Supplies need for this night:

· Heavy Duty tape

· Garbage bags

· Scissors
· Black marking pens

· Printouts of uniform orders and uniform order summaries for each team

· Tables and chairs

Shooting Shirts

Make sure it is clear on the registration that shooting shirts can only be ordered at the beginning of the season. If you let players order shooting shirts throughout the season it can be really time consuming.

Ongoing Merchandise Sales
If the NJB Board wants to sell tee-shirts and shooting shirts throughout the year, it might be a good idea to have another volunteer take on this responsibility. This extra task will increase the number of hours spent on this job.

Used Uniforms

There has been discussion about collecting used uniforms and using them for next year. If this is done, the parents should be notified that their child may receive a used uniform. Some parents have a problem with this. I think notifying them this is a possibility will be helpful. Also, the cost of the league should be adjusted if we use used uniforms.
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