General Requirements

· Attend a minimum of 6 monthly meetings

· Participate in paper registrations

· Participate in end of season recovery in September, Concession clean-up, equipment organization, outfield signs removed, and other duties as assigned

· Participate in Try-out day

· Beginning of season prep in March, hang signs, organize snack bar, separate equipment bags, organize uniforms w/ pants and other duties needed for beginning of season

· Shop and prepare for opening day parade

· Sign up for Director nights to work and stay at fields until snack bar is closed and locked up

· After day rain, come to field for field prep
· Fields to be lined on Saturday morning

· Pitch in at snack bar during games when needed

· Participate in end of year picnic
President
· Conduct all TOWLL monthly meetings

· Attend district 19 meetings

· Visible at field to address any issues

· Watch games in all divisions regularly

· Prepare all-Star documents

· Insure all LL General roles are followed

· Oversee funds of league

· Work with treasurer to confirm monthly status

· Attend Player Drafts and All-Star selections

· Participate in general requirements

· Approve all Managers/ coaches to be submitted to BOD to vote

Vice President
· Insure all rules and regulations set forth by LL and TOWLL are followed

· Meet with League VP’s weekly to review any issues in that division are quickly resolved

· Represent the president and league when necessary

· Attend District 19 meetings

· Run monthly meeting when president is not available

· Assist in all general requirements

· Work with division VP’s regarding selection of managers to be presented to president

· Work with Player Agent to review league by age, division, etc

· Participate in general requirements

Player Agent

· Receive all paper registrations

· Enter registration into TOWLL.com

· Review all registrations for authenticity

· Update BOD regarding counts by division

· Advise VP of team count by gender

· Issue “missing kids” list to VP’s for last minute registrations

· Determine when league registration is closed

· Schedule tryout date and times

· Run Tryouts

· Set schedule for league drafts

· Oversee and approve all drafts for compliance and balance

· Visit fields to review players

· Set up selection process for All-Stars

· Furnish I/O full list of league to submit to LL

· Participate in general requirements

Secretary
· Take monthly meeting minutes
· Compile & distribute detailed minutes to board within 10 days of meeting
· Process and monitor insurance claims
· Advise BOD regarding regular and special meetings
· Organize candidates for BOD and September voting process
· Liaison to TOW regarding all requests
· Assist in all general requirements
· Report BOD list to Williamsport
Treasurer

· Receive all monies and deposit in a timely manner to TOWLL bank account

· Supply monthly treasurers report at BOD meetings

· Present End of Year report to supply Williamsport

· Assist in all general requirements

· Facilitate any fund raising that may take place

· Prepare umpire cost and money

Past President

· All past presidents welcome

· Advise new president on key items, activities, etc.

· Participate in general requirements

Safety Officer
· Implement ASAP at the TOWLL level

· Minimum of 2 times per week, inspect all fields for issues

· Visit games 2 times per week to inspect players equipment are approved by LL regulations

· Meet weekly with TOW Parks Dept. to review all opportunities

· Responsible for all background checks and verification of such

· Conduct Manager/ Coach meeting Re: Prevention & Emergency Mgmt.

· Participate in general requirements

Umpire and Chief

· Insure all games scheduled are manned with 2 umpires
· Umpire schedule posted upstairs and concession stand

· List of phone numbers available on the schedule as well as a master list posted upstairs

· Insure all umpires wear blue shirt/gray pants or shorts

· Conduct a minimum of 2 clinics prior to opening day and 1 clinic at mid-season

· Umpire a minimum of 2 weekday games and 1 Saturday game. One night or Saturday game dedicated to reviewing and critiquing umpires performance

· Control of equipment to insure non is removed from TOWLL

· Advise VP of league regarding equipment needed

· Present to board names of umpires to be used prior to season for approval

· Assist in general requirements 

· Participate in general requirements

Asst Umpire and Chief
· Same as Umpire and Chief

VP’s of T-Ball, Minor B, Minor A, Majors, Junior/ Senior boys, Minor A girls, Major Girls, Junior/Senior Girls
· Create schedules to be reviews by President, Vice-President and Player Agent prior to season

· A minimum of 2 nights per week not including your game to visit park and watch your league games and react to issues

· Insure schedule is updated to be sure equal amount of games played
· Work with Scheduling Director to guarantee 100% field use

· Insure not only LL rules are followed but general roles are complied with daily

· Create playoff schedule

· Collect all equipment at end of season

· Line fields on Saturday morning

· Work fields after rain to make playable

· Participate in general requirements

VP of Equipment
· Receive board approval for purchase of all equipment, uniforms and trophies

· Keep inventory of all existing uniforms and equipment
Concession

· Scheduling of help in concession stand

· Paying of concession help

· Shopping for concession

· Establish pricing to insure profitability

· Working with and ordering from Pepsi

· Insure proper daily cleanup

· Proper securing of funds

Fund Raising (Sponsorship)

· Produce letter and pricing for signs, shirts, etc.

· Insure prompt payment to TOWLL

· Follow-up calls to all sponsors

· Distribute plaques to sponsors

· Work with Photo Company to establish Day, Date/Time, Rates and Scheduling for Picture Day

· Participate in general requirements
