HEAD TABLE
Pre-Meet Responsibilities:
· Attend all Steering Committee meetings as scheduled by the Meet Directors

· Coordinate with the Business Manager what, if any, positions to include in the volunteer sign-up. 
· Prepare Head Table volunteer schedule, ensuring people are trained and have experience in each of the positions.  Us other club meets during the season (i.e., intra-squad) as training opportunities.

· Provide the Volunteer Chairman the Head Table volunteer schedule to ensure people are appropriately credited with the hours they work.

· Complete a trial computer/printer setup within two weeks of the meet to ensure all equipment is functioning.  Purchase necessary replacement equipment.

· Make a list of all necessary office supplies needed for the head table (toner, award labels, color paper, envelopes, pens, calculators, etc.) and give list to Meet Directors to purchase.

· Review meet timelines published in meet letter.  Get feedback from Meet Directors, Meet Referee, Administrative Judge, Admissions Chair, Scratch Chair, Announcer Chair, Awards Chair, etc.  regarding meet report requirements and timelines.  Update meet timeline checklist to reflect requirements.

· Arrive 2-3 hours prior to the first meet session to setup meet operations, checking all components of the timing and computer systems as well as the scoreboard to verify that equipment is functioning properly.
Meet Responsibilities:
· At least 1 chairman must be present during each session

· Facilitate the posting of sign-in sheets (only for non-championship meet)
· Assist in the removal of sign-in sheets, scratching of athletes, and production of updated heat sheets for distribution

· Coordinate all volunteers at the head table and monitor their responsibilities as the meet progresses (computer operator, automatic timing system operator, announcer, timing judge, runners)

· Coordinate with other volunteer groups such as Runner Chair, Officials Chair, Awards Chair, Scratch Chair, Announcer Chair, etc.

· Be responsible for getting each session started on time.

· Execute all activities included in Meet Timeline Checklist

· Troubleshoot and handle all system failures

· Monitor computers and timing system to ensure proper functioning throughout the meet

· Assist computer Operator as needed

· Coordinate the production of awards labels

· Serve as the technical liaison to coaches and officials

· Handle any timing disputes brought forth by coaches

· Arrange for the storage of valuable meet equipment at the end of each day
Post Meet Responsibilities:
· Write an evaluation report of the Head Table position and submit to the Meet Directors

· Participate in an evaluation meeting scheduled by the Meet Directors

· Dissemble and arrange for the return of all computer equipment

· Assist computer operator in compiling final results
Requirements:
· USA Swimming administrative certification recommended
· Advance technical skills
· Thorough knowledge of meet timing/computer systems
· Should possess the ability to deal with pressure
· Ability to interact with coaches and USA Swimming officials in calm and professional manner
· Must be present at all meet sessions.
