VOLUNTEER COORDINATOR
Pre-Meet Responsibilities:
· Coordinate the scheduling of all volunteers
· Work with the Business Manager to make sure the volunteer schedule as agreed upon is setup on the club website
· Make sure there is a notice to the members that they are now able to signup for the volunteer positions
· Put notice in OTB asking for high school students wanting to work for families
· Answer questions from the members as to job requirements and any other volunteer questions they may have
· Retrieve from the various chairmen their work schedules and pass these on to the Business Manager for input into schedule
· Once the signup period has closed and members are no longer able to make changes to the schedule themselves, send any additions to the Business Manager on a daily basis for schedule to be updated
· Coordinate with other chairmen as to where their workers are to report and the times of any meetings for these workers
· Make sure a reminder email is sent out to the members about 1 week prior to go online and verify their work shifts
· Make sure volunteer shirts have been ordered if necessary
· Coordinate colored nametags for each shift
· Have Business manager print off sign in sheets by shift and by name
· Attend all Steering Committee meetings as scheduled by the Meet Directors

· Prepare sheets for borrowed and purchased shirts

· Prepare sheets to record additions, changes, and No Shows during meet.

· Provide names and phone numbers of high school replacement workers

· Request that Business Manager print list of new families that need shirts

Meet Responsibilities:
· Greet and sign in all volunteers
· As volunteers check in, highlight their name on both the list “by name” and the list” by position”.  Do not highlight anyone unless you actually see them check in.

· A Volunteer Coordinator must be present at beginning of all shifts

· Direct all volunteers to his/her work area and address any questions the volunteer may have

· Serve as troubleshooter during the meet should problems with non-technical volunteers occur

· Attend the Timers meeting to make sure there are adequate Timers to start the meet.  If there are not enough Timers then pull volunteers from other areas.  Notify Timing Chair ahead of time if they are short on workers (either empty spots or no shows).  Verify with them following the Timers meeting that they have enough workers
· Assign volunteer Floaters to positions once  you determine the need

· Reassign workers to different jobs to adequately staff all areas.  

· If there are “No Shows” go to the areas they were supposed to be working and make sure they are not there and just forgot to sign in.  This happens quite often when someone is working the whole day in the same position.

· Also, if there are “No Shows” you may need to pull volunteers from other areas to fill the needed gaps

· Keep record of any workers that did not show up for their shifts.  This list will need to be given to the Business Manager within the week following the meet in order for fines to be assessed
· Take home the used loaner shirts wash and return to be used the next day.
Post Meet Responsibilities:
· Write an evaluation report of the Volunteer Coordinator position and submit to the Meet Directors

· Take home used loaner shirts, wash and return to be used at the next meet

· Participate in an evaluation meeting scheduled by the Meet Directors
Requirements:
· Must possess strong organizational skills
· Ability to communicate with people (you will interact with every Club family)
