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Chairman

DUTY: To lead and oversee the Board of Directors. The Chairman is responsible for facilitating an open flow of information and communication between Board members.  He/She should lead a critical evaluation of the organization to ensure adherence to the Company’s strategic plan and objectives. 

ROLE: The Chairman’s role includes managing the Board’s overall business practices and acting as their representative in any environment outside the traditional business scope. This could include:

· Communication with the executive branch of PD.

· Creating and fostering relationships with Village leadership.

· Ensure each Board position has clearly defined roles and responsibilities.

· Evaluating the effectiveness of the Board and creating a measurement for success.

· To ensure the credibility and integrity of the organization is at the highest level attainable. 

· Be a visionary for trend and patterns to ensure our customers are getting their best value.

· Manage the process for Board elections.

Name:______________________________________

President of Baseball

DUTY: To manage the overall baseball operations of the organization. A resource to direct reports on issues pertaining to their responsibilities. Ensure each Division is meeting the expectations of the customer and company. To identify program strengths, weaknesses and make recommendations to the Board for change. 

ROLE: The President’s role is to facilitate all aspects of field operations, its’ supporting events and personnel engaged in those activities. 

· Ensure process for player evaluation is fair and equitable.

· To ensure the drafting procedures are applied universally across leagues. 

· Work closely with Player Development to provide format and process design on training.

· Lead on manager/player orientation.

· Work closely with Travel Division to ensure continued integration with parent company.

· Collaborate with field management to ensure we are providing the necessary tools for success. 

· Facilitate “Baseball Committee” meetings. 

Name:___________________________________________________

League President

DUTY: To ensure the Division is meeting or exceeding the objectives determined by the Board. 

ROLE: The League President should be the closest Board member to our customer. The position is responsible for all activities, managers, coaches involved in their Division. 

· Ensure teams are balanced and parity exists. 

· Responsible for implementation of all ceremonies both Pre & Post season.

· Submit recommendations to “Baseball Committee” on Rules & Regulations.

· Ensure we are meeting safety requirements both on and off the field.

· Determine a set of baseball skills each manager needs to teach.

· Have a mid year managers meeting to evaluate Division progress against goals. 

· Ensure each manager is managing their teams website and that of your Leagues. 

· Instruction on the proper field maintenance

· Facilitate draft, evaluations, attendance of all non-field activities and camps requiring participation. 

Name:__________________________________________[identify which division]
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Treasurer
DUTY: To ensure the organization is meeting statutes for 501c3 status and filing all federal, state, municipal and local tax documents required by law.

ROLE: The Treasurer is responsible for monitoring and detailing all expenditures and revenue. Responsible for providing the Board of Directors with a consolidated monthly revenue and expense statement.  

· Providing a forecast of revenue and expenditures for the company

· Prepare corporate ledger and annual income statement.

· Create annual budget and recommendations for enhanced reporting procedures.

· Make recommendations on capital expenditures and feasibility of funding.  

· Manage the YE audit process with outside resource. 

· Consultant to organization on how to manage the company’s financial investments.  

· Preparing, drafting checks and mailing all payables to authorized vendors or individuals. 

Name:___________________________________________

Secretary

DUTY: To capture and retain meeting minutes at all executive sessions and Board meetings.

ROLE: The Secretary will maintain a permanent record of all Board meetings to include motion; second and vote count by members. To collaborate with CIO on registration and evaluation process.

· Create a company calendar listing the events on an annual basis.

· Provide support for other teammates on the Executive Leadership Team. 

· Attendance at Disciplinary meetings for record keeping when hearing is called. 

· Tracking of Board meeting attendance.

· Develop a method to capture motions, changes to rules and regulations in a condensed format for quick review by Board members. 

Name:____________________________________________

Director of Player & Field Management Development

DUTY: To create a program that enables our managers and coaches to develop their knowledge base and how to successfully deliver the information to our customer. 

ROLE: The Director of Player & Field Management Development collaborates with all field management to determine area of need and recommends resources necessary to satisfy.

· Responsible for the company’s player evaluation process at all levels. 

· Collaborates with high schools coaches to determine our needs as a feeder.

· Create a measurement tool to ensure we are meeting expectations of our client.

· Explore alternative resources for instructional purposes.

· Champion of the organization’s goal of providing players with the tools to succeed. 

· Annual evaluation of managers, coaches, and their ability to advance. 

· Responsible for recommending to the Board all developmental resources required and expenses associated with activity. 

Name:_______________________________________________
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Director of Equipment 

& Uniforms

DUTY: To evaluate the organizations need for equipment and uniforms. 

ROLE: The Director of Equipment and Uniforms is responsible for audit, inventory and budget of the organizations overall equipment requirements.

· Manages the distribution and collection of all equipment from managers & coaches. 

· Evaluates all equipment for safety and determines replacement need.

· Provides a budget forecast to Treasure.

· Responsible for selecting vendor’s and procurement of materials.

· Keeps a material list by league and replacement date of goods.

· Presents options and alternatives to Board for selection hierarchy. 

· Looks for alternative channels to purchase goods and services.

Name:___________________________________________________

Director of Sponsorship

DUTY: To maintain a consistent revenue stream for the organization through the solicitation of corporate and team sponsors.  

ROLE: The Director of Sponsorship is responsible for generating revenue through developing relationships with the business community of Grayslake. 

· Ensure a merchant of the village or surrounding area sponsors each team.

· Create a master list of current and potential new targets.

· Develop a multi-level pricing matrix that features various advertising options. 

· Work closely with CIO to determine linkage with GYBA website and advertising. 

· Review possibility of creating an organizational booklet or collateral material for ad space.

· Explore options with current vendors and mandate their participation.

· Target for 2011 is 58 sponsors. 

Name:___________________________________________________

Chief Informational Officer

DUTY: To manager the content made available to the public on the GYBA website. 

ROLE: The Chief Information Officer is responsible for training on how to post all current events, pictures and up coming dates. The CIO will make the determination on what will be posted and disseminated to the public.  

· Monitor usage by team managers and coaches.

· Create a method to encourage all field management to keep team info current. 

· Remain current with up coming and new technologies and possible upgrades.

· Work closely with Sponsorship to determine linkage with GYBA website and advertising. 

· Explore possibility of using credit card for registration.

· Make the website the number one method for communication to our clients. 

Name:_________________________________________________
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Director of Volunteers:

DUTY: To coordinate volunteers for concessions, field day prep, special events and all tournaments.

ROLE: The Director of Volunteers also has the following roles:  

*Create schedule to coordinate volunteers for concessions, field day prep, special events and all tournaments.

*Communicate the duties and responsibilities to parent volunteers.

*Follow up with volunteers to insure that schedule slots are being filled and all parents are

participating.

*Managing and keeping an accurate account of the volunteer hours per family.

Name:_________________________________________________
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Please indicate if you are interested in the positions below. The job description will be a collaborative effort.

Vice Chairman:_________________________________________

Director of Fall Ball:_____________________________________

Director of Umpires:_____________________________________[Note Division]

Tournament Director:____________________________________

Director of Concessions: __________________________________

Director of Media Relations

Fundraising & Special Events:_____________________________

Director of Fields 

& Facilities: _____________________________________________

Notes or Comments:________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

