VEGREVILLE MINOR SOCCER ASSOCIATION

It is the mission of the VMSA to establish, administer and promote a program devoted to the development and training of soccer players as a means of recreation and fitness; to foster an interest in soccer competition amongst the youth of Vegreville; to give encouragement, coaching and instruction to all players; and to foster and engender the principles of team play, good sporting behavior, fairness and the advancement of individual player development within the team concept and ultimately to contribute to the overall character of the youth in Vegreville and area.

 Introduction: POSITIONS

This document describes the roles and responsibilities of key positions required to manage the Vegreville Minor Soccer Association (VMSA). All positions are staffed by volunteers; ideally, VMSA will strive to have each position assigned to a different individual, however, by necessity, it is recognized that an individual may be performing multiple jobs. In addition to providing clarity around tasks for which each position within the executive is responsible for; it is the intent of this document to provide those volunteers with a clear view of what each position requires to facilitate the recruiting of volunteers.

 Board of Directors
The business of the VMSA will be managed by a Board of Directors (BOD), which will exercise
all powers of the VMSA, except as otherwise provided by Law, or the Constitution and Bylaws.
The Board of Directors (BOD) of the VMSA may consist of any number of the following positions:
• President
• Vice President
• Secretary
• Treasurer
• Director of Officials
• Technical Director/Director of Coaches
• Director of Equipment
• Director of Field Operations
• Director of Field Maintenance
• Director of Mini Teams
• Director of Youth Teams
• Director of Fundraising 
• Director of Registration and Communications (Social Media, Website)

VMSA Board of Directors Job Descriptions, Roles, and Responsibilities
The following positions are required to manage the work of the VMSA.

Requirements for all Board Members
• Attend AGM, executive & special meetings
• Complete and submit the annual recommendation report by July 31st each year.
• All BOD members will be required to complete a minimum of 20 volunteer hours per calendar year, including work at the soccer park, fundraising, and attending meetings of the VMSA. Each BOD will be required to record their volunteer hours and submit them to the Vice President by June 30th every year.
A minimum of 20 total hours must be achieved each year, and at least 5 of those hours must be volunteer work at the soccer park, to receive a free registration or Honorarium in that amount, for each of the indoor and outdoor seasons.


President
The President is the Chief Executive Officer of the VMSA, and, subject to the direction of the
BOD shall have general supervision and control of its business.
Duties and Responsibilities
The President will:
• Ensure that the VMSA is managed in accordance with its by-laws and policies
• Ensure that all decisions and/or directives of the BOD are implemented in a timely manner
• Ensure that the VMSA operations are managed in a timely and efficient manner
• Ensure that all positions required to run the VMSA are staffed
• Appoint committees as required to carry out VMSA business
• Work with the BOD to develop strategic roadmap for the VMSA
• Preside at all meetings of the VMSA, and establish the agenda for all BOD meetings, Annual
and Special meetings
• Present an annual report of the state of the VMSA at the Annual General Meeting
• Act as the principal representative of the VMSA
• Review Volunteer Hours and attendance report with the Vice President and approve BODs that will receive free registrations or Honorarium.
• Have signature authority, in addition to the Treasurer and one other BOD, for club expenditures
• The President will coordinate with the Director of Field Operations and the Director of Field Maintenance to determine the requirements to prepare and maintain the soccer pitches and grounds at the soccer park, Equipment, parking lot and buildings. 
• Coordinate with the Director of Field Operations and the Director of Fields Maintenance, to ensure that the maintenance is completed in timely fashion, including mowing, irrigating, fertilizing, over seeding, and general field repair.
• In the event the VMSA has a Maintenance Employee, assist with the planning, scheduling, and supervision of all maintenance.



Vice President
In the absence of the President, the Vice President shall be vested with all of the
powers and perform all of the duties of the President.
Duties and Responsibilities
The Vice President will:
• Ensure that pre-season planning activities and outcomes, including team and coach
assignment, are accomplished in each age group and are ready by the start of the soccer season.
• Ensure that coaches and other key volunteers are recognized for their contributions
• Chair all VMSA meetings when the President is absent
• Collect and calculate the total volunteer hours and meeting attendance, including work at the soccer park and fundraising events. Review final report with the President for approval of free registrations or Honorarium, by August 31.
• Collect the annual recommendation report from each BOD by July 31. Review reports and present at a BOD meeting.




Secretary
The Secretary is responsible for recording, maintaining, and distributing records of VMSA.
Duties and Responsibilities
The Secretary will:
• Record the minutes of all VMSA meetings (including meeting time, date, location, attendance,
BOD vote results, and highlights of key discussions)
• Distribute meeting minutes within one week of each club meeting.
• Be the custodian of all official records of the VMSA (i.e., minutes, insurance documents, bylaws, etc.)
• Collect and distribute accordingly all correspondence received by the VMSA
• Maintain a PO Box for all VMSA correspondence
• Plan, schedule, secure location and notify the BOD of upcoming and scheduled meetings



Treasurer
The Treasurer, subject to the direction of the BOD, has general charge of the financial affairs of
the VMSA.
Duties and Responsibilities
The Treasurer will:
• Implement and/or maintain the bookkeeping system and accounting processes required to
provide a detailed set of records of income and expenditure of the VMSA.
• Be responsible for all day-to-day bookkeeping and handling of accounts payable and account
receivable issues
• Have custody of all funds, securities, financial records, and tax documents of the VMSA
• Establish an annual operating budget and submit it for BOD approval prior to the start of the
fiscal year
• Publish a monthly and year-end financial statement.
• Submit an Annual Report of Finances to the Board of Directors for presentation at the
Annual General Meeting
• File all reports to the appropriate Government Agency in a timely manner, including, but not
limited to yearly income tax returns.
• Ensure that the VMSA maintains a non-profit tax status
• Pay all bills that are within the approved limits of the VMSA annual operating budget or have
been otherwise approved by the BOD, in a timely manner.
• Obtain BOD decision for expenditures not covered in the annual budget
• Maintain a Bank Account in the Club's name
• Be one of the three persons, together with the President and one other BOD, authorized to sign.
• File an annual return with the society’s Branch by June 30th.








Director of Officials
The Director of Officials has the overall responsibility for recruiting, developing, managing, and scheduling all referees and field marshals assigned by the VMSA to cover matches and to ensure that those referees are properly certified or trained as required to cover the games for which they are assigned.
Duties and Responsibilities
The Director of Officials will:
• Ensure that all referees are properly certified and have the training to ref the level of game they are assigned.
• Be responsible for referee development planning and activities
• Track all assigned games and submit information for referee payment to the VMSA treasurer.
• Develop and maintain lists of active, certified, and non-certified referees in town and surrounding towns if necessary and update the lists each season. 
• Ensure all referees have completed the Certification Renewal by the April 1 deadline.
• Act as the central contact for League Referee issues.
• Attend certification course and complete the annual re-certification requirements.
• Assign referees to all home games and rescheduled games
• Make sure the referees are aware of any rule changes each season.
• Recruit new referees
• Resolve all referee related issues to a timely and effective resolution
• Referee Certification Required


Technical Director/Director of Coaches
The Technical Director has overall responsibility for establishing the strategic framework for
coach development / education for the VMSA. The incumbent is the club’s champion for coach
and player development, and is responsible for ensuring that coach education is designed,
developed, and delivered to meet the needs of the VMSA.
Duties and Responsibilities
The Technical Director will:
. Check with the Registrar to ensure all Coaches and Managers have a clear and valid CPIC. 
• Provide and support a clear philosophy about player development and coach behavior
including such issues as age appropriate coaching, sportsmanship and positive relations with parents, other coaches, and referees
• Develop a coherent program to support the education of coaches
• Develop coach education initiatives and activities to the club’s coaches
• Develop and maintain a repository of coach education information / tools for the VMSA coaches
• Facilitate, with other club leaders, a strong youth-in-sports and youth soccer culture that is
focused on age appropriate coaching.
• Ensure Coaches and /or Player clinics are scheduled and confirmed with the assistance of the Mini and Youth
Directors
• Communicate with the Managers to ensure every coach is equipped with coaching aids/tools
• Knowledge of the LDSA Coaching Staff organization
• Ability to provide direction to others




Director of Equipment
Duties and Responsibilities
The Director of Equipment will:
• Work with the Mini & Youth Directors to establish their yearly requirement for equipment
• Establish a list of new equipment needs for each fiscal year
• Keep an accurate inventory of all equipment owned by the VMSA (this includes all game and practice items, first aid needs, uniforms)
• Plan the collection of all coaches’ equipment at end of each season to facilitate inventory and
establish reorder requirements.
• Work with the Managers/Coaches to schedule the distribution and return of equipment
• Evaluate and establish relationships with equipment suppliers as required
• Purchase equipment as directed by the BOD
• Manage the receipt and return of merchandise and inform the registrar about any missing jerseys
• Work with the Treasurer to ensure timely payment of suppliers




Director of Field Operations
The Director of Field Operations will work together with the Director of Field Maintenance and President to determine the requirements to prepare and maintain the soccer pitches and grounds at the soccer park, including the parking lot and buildings. 
Duties and Responsibilities
The Director of Field Operations will:
• Supervise the development and maintenance of soccer fields for VMSA and expend funds
appropriated by the BOD for such development and maintenance.
• Arrange for the equipment and supplies necessary to maintain healthy soccer pitches. These supplies may include but not limited to: Fertilizer, Seed, Herbicide, Black Soil, and Gravel.
• Suggest rotation of playing fields for each season
•Monitor field conditions before and during season and close fields as required if fields are
deemed unplayable.
• Coordinate with the Director of Fields Maintenance and the President, to ensure that the maintenance is completed in timely fashion, including mowing, irrigating, fertilizing, over seeding, and general field repair.
• In the event the VMSA has a Maintenance Employee, assist with the planning, scheduling, and supervision of all maintenance.
• Assist with the maintenance of all equipment and assist with the Winterizing of the soccer park.













Director of Field Maintenance
The Director of Field Maintenance will be responsible to ensure that the fields are prepared for practice and league play and will work together with the Director of Field Operations and the President to develop and oversee the maintenance program and schedule of the soccer park.
Duties and Responsibilities
The Director of Field Maintenance will:
• Be responsible to ensure that game fields are properly set up at the beginning of the season,
maintained during the season and set to rest at the end of the season. This includes scheduling of field painting, preparation of goals, bleachers, benches, and outhouses. 
• Arrange for the equipment and supplies for the soccer pitches, which includes but not limited to, field paint, netting, benches, field flags, etc.
• Ensure that all goals have proper netting and are anchored, fields are properly lined, benches are placed, and outhouses are placed and properly anchored.
• Coordinate with the Director of Fields Operations and the President, to ensure that the maintenance is completed in timely fashion, including mowing, irrigating, fertilizing, over seeding, and general field repair.
• In the event the VMSA has a Maintenance Employee, assist with the planning, scheduling, and supervision of all maintenance.
• Assist with the maintenance of all equipment and assist with the Winterizing of the soccer park.

Director of Mini Soccer
The Director of Mini Soccer is responsible for youth teams U5-U11
Duties and Responsibilities
• The primary role of the position is to be a point of contact for coaches specifically and parents generally for the purposes of:
· Answering questions and provide support on a timely basis.
· Be the eyes and ears on the fields as much as possible to be aware of any issues which require attention/assistance (eg. discipline)
· Be able to step in and help any team as requested.
· Refer enquiries to the correct contact with respect to matters not specific to VMSA.

• Ensure by working with the Equipment Coordinator that equipment required for teams is available prior to the start of the season, as well as adding as needed
• Check in with all coaches, help organize mini teams for Vermilion tournaments (this involves confirming coaches and # players per team, and then potentially combining teams that are short players. When combining, parents will need to be contacted, and players will require jerseys) Send Registrar Teams when they are completed to be registered. Contact equipment director for additional jerseys if required. 
• Create in house game schedule for mini teams, coordinate with Director of Officials to assign mini refs where possible
• Monitor the progression of the season, ensuring that the age groups operate per the
VMSA’s policies 

Director of Youth Soccer
The Director of Youth Soccer is responsible for youth teams U13-U19
Duties and Responsibilities
• The primary role of the position is to be a point of contact for coaches specifically and parents generally for the purposes of:
· Answering questions and provide support on a timely basis.
· Be the eyes and ears on the fields as much as possible to be aware of any issues which require attention/assistance (eg. discipline)
· Be able to step in and help any team as requested.
· Refer enquiries to the correct contact with respect to matters not specific to VMSA.
• Ensure by working with the Equipment Coordinator that equipment required for teams is available prior to the start of the season, as well as adding as needed
• Monitor the progression of the season, ensuring that the age groups operate per the
VMSA’s policies 


Director of Registration and Communications 
Registration:
The Registrar has overall responsibility for the VMSA’s player registration and VMSA affiliation with LDSA.
Duties and Responsibilities
The Director of Registration will:
• Implement and/or maintain the VMSA registration process to ensure an accurate and timely
registration of the VMSA membership.
•Register Players/Teams for all Tournaments and ensure Directors are informed. 
•Coordinate with the Treasurer to ensure all Tournament Fees are paid in a timely manner. 
•Register Players/Teams for Indoor Season in Sherwood Park.     
.Ensure all Coaches, Asst. Coaches and Managers have their CPICS (Criminal Record Checks) completed by the RCMP and returned to VMSA by May 1st. 
• Maintain and update as necessary the VMSA registration form and provide for the efficient
distribution of the forms via mailings, on-line, school take-home, recreation department and
other means necessary to ensure general availability to the membership and potential registrants.
• Manage registration funds and ensure timely coordination with the Treasurer
• Maintain a database of all currently registered players as well as past players
• Coordinate resolution of incomplete registrations
• Provide the Technical Director, Mini and Youth Directors with the latest Age Group
registration information
• Develop a list of volunteers from the registration forms data and maintain a current list of
volunteers at all times
• Ensure that all players are affiliated in accordance with LDSA requirements and submit
required affiliation and other fees due to LDSA in spring and fall.
• Manage the registration logistics for spring walk-in registration (including determining
registration dates, securing a registration facility, and communicating registration logistics to the
membership) typically 2 months before the season starts.
• Verify rosters, have Coaches sign them and send them to Lakeland for approval
• Produce mailing lists from the registration database, as required.

Communications:
The Communications Director publicizes Vegreville Minor Soccer Association activities and acts with the assistance of the executive as needed, as a liaison to all outside groups. Also is responsible for the development and maintenance of the VMSA Web Site and associated Google accounts/social media accounts.
Duties and Responsibilities
The Communications Director will:
• Write articles to publicize Soccer Club activities such as registration nights, monthly meetings,
club hosted tournaments, the need for volunteers, etc. and submits them to various media and
posts them to the club’s website.
• Submit information to the town for Registration nights in the Fall & Spring
• Invite the Media to events & answer questions they have or refer to appropriate people. Let
the media know of important happenings: team’s standings, etc.
•Ensure Youth Players are notified about the date/time of Tier 3 Try-outs
• Develop and maintain the VMSA website
• Keep the VMSA website current
• Maintain online group account & VMSA contact list
. Ensure Directors/Executive are kept up to date as required and send Communications (emails) as requested by President, VP, Directors, etc. 



Director of Fundraising
Duties and Responsibilities
• Research and present fundraising vents to the VMSA BOD
• Check Social Media, Paper, etc. to find out when other Fundraising events are being held in the community
• Coordinating and setting up a “fundraising committee”
• Work closely with the Registrar, and review list of all Volunteers
• Prepare list of required volunteers for each event.
• Contact volunteers and complete schedules for events
