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Allegheny Mountain LMSC Job Descriptions 
 

The purpose of the Allegheny Mountain Local Masters Swimming Committee (AM – 

LMSC) shall be to promote and develop physical fitness and competitive swimming for 

the benefit of adult swimmers of all abilities in accordance with the standards, objectives, 

and goals prescribed by United States Masters Swimming, Inc. (UMSM).  The AM-

LMSC members who hold the following positions make up the governing body of the 

AM-LMSC.  They promote, maintain and improve the AM-LMSC for our members. 

 

Officers/Executive Committee:  Each officer has one vote at AM-LMSC meetings.  

Officers shall attend AM-LMSC Board of Director meetings.  The Executive Committee 

shall have the authority to act for the LMSC and to create policy between meetings. 

 

 

CHAIRMAN:  Katherine Longwell 
(required) 

Some Job Duties: 

 

1.   Preside at all LMSC meetings.  Ensure that the LMSC holds an annual membership meeting 

that is open to all LMSC members, and that minutes are taken at that meeting and submitted to 

the USMS National Office.  With the Secretary, executing all legal papers, documents and 

instruments ordered to be executed by the Board of Directors. 

 

2. Call meeting of the Executive Committee and Board of Directors.   

 

3. Appoint the appropriate number of delegates to the annual USMS convention and submit their 

names to the National Office. 

 

4.   Appoint chairperson positions, subject to LMSC approval. 

 

5.  Designating either the Secretary of the Treasurer to preside at meetings in his/her absence.   

 

6. Be familiar with the LMSC Minimum Standards and ensure that required standards are being 

met by the appropriate LMSC officers.  Examples include submitting an annual financial 

statement and submitting Top Ten tabulations. 

 

7.   Receive communications from USMS and relay relevant information to the appropriate LMSC 

officers and/or LMSC membership. 
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SECRETARY:  Kim Hoffman 
(required) 

Job Duties: 

 

1. Keep the minutes of all meetings of the LMSC and make the minutes available to the 

membership (or to the webmaster, for posting on the LMSC web site).  Together with the 

Chair, executing such legal documents, papers of instruments as authorized by the Board 

of Directors. 

 

2. Send a copy of the annual meeting minutes to the national USMS office, no later than 

April 30
th
 of the following year.   

 

3. Maintain current LMSC Bylaws and keep a record of all changes in the Bylaws. 

 

4. Assuming the role of parliamentarian according to Roberts Rules of Order at all 

meetings. 

 

TREASURER:  Jennifer Michaels 
(required) 

Job Duties: 

 

1.  Maintaining the LMSC’s bank accounts. 

 

2.  Depositing checks into the bank accounts.  Overseeing deposits made by others (such as, 

registration checks deposited by the registrar). 

 

3.  Issuing and signing checks for all expenses authorized by the LMSC. 

 

4.  Keeping an accurate record of the accounts and providing periodic reports to the LMSC. 

 

5.  Creating an Annual Financial Report and sending a copy to the USMS National Office no later 

than April 30
th
 of the following year.   

 

6.  Filing appropriate (990-N or 990-EZ or 990) tax forms with the IRS annually within 5 months 

after the end of the fiscal year. 

 

7.  Insuring that the financial records are periodically inspected by a third party. 

 

8.  Creating/updating a reimbursement form to be included with all expense requests. 

 

9.  Compiling an annual proposed budget for the LMSC. 

 

10.  Issuing an IRS form 1099-Misc to any individual who receives more than $600 for services 

rendered. 

 

11.  Archiving all financial records of the LMSC. 
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AM-LMSC Board of Directors Members:  The Executive Committee and the 

following positions make up the Board of Directors.  Each Board Member has one vote at 

AM-LMSC meetings.  Attending and reporting at AM-LMSC Board of Directors 

meetings are required. 

 

VICE CHAIR:  (required) 
Job Duties: 

 

The Vice Chair shall act and preside as chair in the absence of the Chair and performs other 

duties as assigned by the chair and/or agreed upon by the Board of Directors 

 

 

REGISTRAR:  Jennifer Petyak 
(required) 

Desired: 

 A computer with Internet access and a printer 

 Have an email address 

 More computer skills are preferred, including using Excel spreadsheets, saving files, 

emailing files to others (usually the Treasurer) 

 Be responsive to email requests and questions 

 This is an ongoing, year-round job with the busiest time from November to January 

 

Some job duties: 

 

1. Processing LMSC Club registrations and USMS swimmer registrations for each calendar year.  

All Clubs and swimmers MUST register each year. 

A. Registering new swimmers as well as re-registering existing swimmers as the 

registrations come in. 

B. Keeping track of online registrations and sending information to Clubs. 

C. Sending list of monthly online and regular registrations to the Treasurer. 

D. Registering new Clubs as well as existing Clubs as the registrations come in 

E. Processing transfers and “one event” registrations. 

F. Printing and mailing USMS cards to all swimmers who request them  

 

2.  Forward checks from individual and Club registrations to the LMSC Treasurer for deposit into 

the LMSC bank account.  (If this is not possible, the Registrar may deposit checks and provide 

a detailed deposit summary to the LMSC Treasurer.) 

 

3.  Sending monthly registration summaries (accounting reports) to the LMSC Treasurer. 

 

4.  Constant communication via phone and/or email with swimmers, Club reps, LMSC Board 

members and USMS National Office. 

 

5.  Provide prompt responses to email and phone requests. 

 

6.  Communicating with the LMSC webmaster to keep Club registration forms and contact 

information up to date. 
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7.  Tracking down address changes that come in from USMS National Office. Requires emails to 

swimmer and Club registrar to get correct address for USMS National Office for USMS 

Swimmer Magazine delivery. 

 

8.  Taking care of any other demographic discrepancies that may arise with the USMS National 

Office. 

 

9.  Working with a new Clubs wanting to register and getting approval for Club abbreviations 

from the USMS National Office. 

 

10.  Providing reports to LMSC officers and to clubs on new members, renewals, and statistics 

related to LMSC membership. 

TOP TEN RECORDER:  Steve Love 

(required) 

Qualifications: 
 

Mandatory: 

1. A computer with Internet access. 

  

2. Software, such as Meet Manager, to compile Top Ten submissions (the specific software 

used will be based on LMSC needs and available from the LMSC or the Records & 

Tabulation Committee) 

 

3. Good computer skills, including: 

a. Understand files and file extensions (.txt, .xls, .cl2, .zip) 

b. Understand how to extract individual files from a ZIP file 

c. Understand how to use a text file editor, such as Notepad (Windows) or TextEdit 

(Mac) 

 

4. Detail Oriented 

 

Desired: 

1. Ability to work with web applications  

2. Familiarity with rules for USMS meets, such as splits, legal relays, etc. 

3. Familiarity with USMS membership IDs and how to determine current membership 

4. Familiarity with USMS rules regarding club affiliation, especially for relays 

 

Duties: 
1. Forward and/or upload meet results to the Meet Results database throughout the year for 

the LMSC’s Sanctioned meets and received recognized meets. 

 

2. Compile and report individual Top Ten times for each course (SCY, LCM, SCM) from 

all sanctioned LMSC meets and all received recognized meets, by the deadlines, in the 

proper format, as described in the Guide to Operations (GTO) 

http://www.usms.org/admin/lmschb/gto_rectab_general.pdf. 

 

 

3. Report all valid relay times along with the above Top Ten times, per the GTO. 

 

http://www.usms.org/admin/lmschb/gto_rectab_general.pdf
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4. Work with LMSC Meet Directors to ensure that appropriate Record Applications are 

submitted in a timely manner to the appropriate person. 

 

 

5. Track LMSC pool measurement forms and submit new forms for inclusion in the national 

database. 

 

 

SANCTIONS:  Tara D’Agaro 
(required) 

Desired: 

 Familiar with the USMS rules of competition 

 Familiar with the Insurance section of the USMS Guide to Operations 

 Sanctions will eventually require computer access, as USMS is moving toward a web-

based sanctioning system 

 

Some Job Duties: 

 

1.  Developing and/or maintaining a Sanctions/Recognitions packet to supply to meet directors, 

etc. who request a sanction or recognition for an event. The packet may include: 

a. The application for sanction or recognition (pool and open water). 

b. A Pool Length Certification Form.  

c. Suggestions for warm-up and warm-down and safety requirements. 

d. Guidelines for preparing the entry form and meet results. 

e. “Report of Occurrence” form (used to report ALL incidents, no matter how minor) 

f. A timeline from application to submission of results. 

g. Application for National and World records 

h. Official relay cards  

i.  Certificates of insurance 

 

2.  Issuing Sanctions and Recognitions for events held within the LMSC boundaries or in the case 

of open water sanctions if the event originates in the LMSC.  

 

3.  Ensure that all sanctioned events are listed in the USMS Calendar of Events. 

 

4.  Send sanctions fee checks (and indicate which meet it is for) to the LMSC Treasurer.  

 

5.  Follow up with the LMSC Top Ten Recorder to ensure meet results are submitted in a timely 

manner. 

 

6.  The Sanctions Chair should be aware of the past performance of meet hosts and call particular 

attention to any prior deficiencies. A performance bond may be required and further sanctions 

may be denied to an organization failing to live up to its obligation to conduct such events in 

accordance with applicable USMS swimming rules and administrative regulations or as stated on 

the entry form. 
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OFFICIALS:  David Watterson 
(required) 

 

The LMSC Officials Chair is responsible for implementing policies and procedures to ensure that 

USMS sanctioned and recognized meets with their LMSC boundaries are conducted uniformly 

and in accordance with USMS rules and regulation. Depending on the size of the LMSC, number 

of competitions, and other LMSC policies, these duties may include any or all of the following: 

 

• Maintaining a list of certified officials willing to work USMS sanctioned and recognized 

meets within the LMSC. 

 

• Providing regular updates on USMS rule changes, current interpretations, lessons learned, and 

best practices to Meet Directors, Referees and other officials within the LMSC. 

 

• Advising Meet Directors on the appropriate number of officials for specific meets, based on 

the number of swimmers, venue, and type of meet. 

 

• Assigning Meet Referees or other key officials at LMSC sanctioned competitions. (Some 

LMSCs may require the name of a qualified Meet Referee along with an application for 

sanction.) 

 

• Assisting Meet Directors in obtaining a sufficient number of qualified officials for scheduled 

meets. 

 

• Coordinating training and certification programs for new officials according to USMS 

guidelines. (Approval of the USMS Officials Committee is required for the LMSC to conduct 

its own training and certification program.) 

 

• Receiving meet evaluation reports from the Meet Referee. 

 

• Providing USMS rule books for officials prior to meets and ensuring that officials are aware 

of pertinent rules differences between USMS and other governing bodies. 

 

 

WEBMASTER/COMMUNICATIONS:  OPEN (Katherine Longwell) 
(required) 

Job Duties: 

1. Designing, creating, improving and/or maintaining the 

www.alleghenymountainlmsc.org website.  It is helpful to have expertise with 

internet application with HTML. 

2. Communicating, accepting and posting appropriate material from the AM-

LMSC BOD. 

3. If requests to post items are received from people other that the BOD, the 

Webmaster will consult the BOD before posting. 

4. Keeping all aspects of the posted information up to date to include: 

a. Updating registration forms and instructions before the next years 

registration period (by end of October of each year). 

b. Posting newsletters sent to the membership by the Chair.  Maintain 

and archive of past newsletters. 

http://www.alleghenymountainlmsc.org/
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c. Posting appropriate sections of the newsletter. 

d. Posting meeting minutes and treasurers reports.  Maintain an archive 

of past reports. 

e. Keeping the contact list of Officers, Clubs and Club representatives up 

to date. 

f. Posting upcoming events such as BOD meetings, awards banquet, 

clinics, meets, etc. 

2. Website links shall be checked regularly to make sure that they are still 

working and that the information they provide is still current. 

 

COACHES:  OPEN (Katherine Longwell) 
(required) 

Desired: 

 Familiar with the structure of USMS (LMSCs, clubs, workout groups)  

 Familiar with the USMS rules of competition 

 Familiar with the USMS insurance program 

 Familiar with USMS and LMSC procedures for starting a new club 

 

Some Job Duties: 

1. Receive communications from the USMS Coaches Committee and distribute that 

information to coaches within the LMSC. 

 

2. Work with the LMSC Registrar to maintain a list of coaches within the LMSC. 

 

3. Facilitate communication among the coaches within the LMSC. 

 

4. Act as a resource in providing information to the LMSC regarding swimming and 

training techniques. 

 

5. Provide support at meets, clinics and swim events in AM-LMSC. 

 

Act as the “go-to” contact for getting questions answered with regard to starting a team, locating 

a coach, and other related questions. 

 

LMSC Officials Chairs are encouraged to work closely with their USA-Swimming Local Swim 

Committee (LSC) counterparts as well as governing bodies on which the LMSC may rely for 

officials. LSC Officials Committees should maintain a schedule of clinics and rosters of certified 

officials that LMSCs may also be able to utilize. 

 
AM-LMSC Appointed Positions:  Appointed positions have a voice but no vote at AMLMSC 

meetings.  Appointed positions are expected to attend and report at all AM-LMSC BOD 

meetings. 

 

OPEN WATER/LONG DISTANCE:  David DiCarlo 
 

Some Job Duties: 
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 Work with local open water event hosts to promote USMS' common event guidelines, 

such as entries, results submissions, safety, overall event management 

 

 Create or coordinate open water clinics 

 

 Work with event hosts to submit open water events to the USMS calendar 

 

 Create structure around open water training venues 

 

 Act as the liaison with the USMS Long Distance Committee and the event host when 

national championship events are being held in the LMSC 

 

 Help build and recruit open water events for national championship consideration 

 

 Write or solicit articles on local open water accomplishments - submit to USMS and 

LMSC website, blogs, Facebook page, newsletter 

 

 Oversee the LMSC open water sanction process (some LMSCs use the Open Water chair 

to sanction open water events) 

 

 Enhance and maintain local policies based on USMS policies and guidelines for open 

water 

 

 Submit event results to the Open Water events database (future) 

 

FITNESS:  OPEN 
Some Job Duties: 

 

1. Coordinate with pools, teams or groups to promote participation in fitness and 

postal events 

 

2. Create or coordinate local area fitness and postal (or virtual) events 

 

3. Promote the USMS Go the Distance event within the LMSC 

 

4. Write or solicit articles on local long distance pool accomplishments - submit to 

USMS and LMSC website, blogs, Facebook page, newsletter 

 
 

SENIOR/PA STATE GAMES LIAISON:  Kathy Lewis 
 

Some Job Duties: 

1. Contacting the Senior Games Qualifiers. 

2. Insure event follows USMS rules. 

3. Insure results are submitted timely. 
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4. Answer questions and assume the role of contact person for the AM-

LMSC swimmers.                                                                           

SAFETY CHAIR:  OPEN 

Some Job Duties: 

1. Insure the safety of all participants and attendees of all AM-LMSC events. 

2. Be familiar with CPR/FirstAid/AED and other life saving procedures. 

3. Be familiar with USMS event guidelines. 

4. Work with local emergency contacts to insure the requisite safety procedures are 

followed for each event. 

AWARDS BANQUET CHAIR:  OPEN 
 

Some Job Duties: 

 

1. Oversee the entire banquet process (menu planning, venue, 

announcements, reservations, budget, etc.). 

2. Request and/or appoint other committee members as necessary. 

3. Communicate with LMSC TT Recorder to determine top swimmers. 

4. Select awards. 

 

Allegheny Mountain LMSC Delegates to the National USAS Convention:  The AM-

LMSC is entitled to send delegates to the National USAS Convention per guidelines 

established by USMS National Standards.  The delegates are appointed by the AM-

LMSC Chair.  Members on the following USMS committees are automatic delegates to 

convention and are entitled to vote at convention:  Rules, Legislation, Long Distance and 

Finance.  There are also a number of Delegate At Large positions that may be requested 

by the Chair of individually from the USMS President. 

 

Allegheny Mountain LMSC Delegates are responsible for: 
 

1. Representing the AM-LMSC at Convention. 

2. Committing to attend convention for at least two years. 

3. Bringing back important information to the AM-LMSC. 

4. Writing and submitting a report to the AM-LMSC Chair within two weeks 

of convention and handing out their report to the general membership at the 

annual meeting of the AM-LMSC. 
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Allegheny Mountain LMSC House of Delegates:  Each registered club has at least one 

vote at AM-LMSC meetings and is entitled to send one (or more, depending on size) 

Club Representative.  The Club representative is a very important person for the club. 

 

Club Representative is responsible for: 
 

1. Representing his/her club and acting as liaison between the club and the 

AM-LMSC BOD. 

2. Attending and voting at AM-LMSC meetings as a representative for 

his/her club. 

3.  Insure all their club members are informed of AM-LMSC news, etc. 

4.  Encourage participation in AM-LMSC events. 

 

TPIT: 

 Kim Hoffman 

 Kathy Lewis 

 Joe Skoski 

 

CHAR: 

 Megan Duca 

 

STCM: 

 Suzanne Atkinson 

 

PTMS: 

 Brian Day 

 

ALMT: 


