UNIFORM COORDINATOR

The Uniform Coordinator is responsible to organize and facilitate uniform ordering, receipt from vendor & delivery to players.  S/he will also be a core member on the Uniform Steering Committee in years where that committee is active.  Because of the complex nature of the position, this position is to be a 2 year term, at minimum.  The Uniform Coordinator position fulfills annual Club Volunteer Requirements for the year(s) served.
Duties
Aug – Sept:

· Inform BOD Volunteer Director of number of volunteers needed for AGM

· People to coordinate fittings, take orders, direct people where to go, etc

· BOD Volunteer Director will post need on website
· If club is providing training t-shirts, sort per team

· Select time/location for t-shirts to be sorted

· Ask BOD Volunteer Director to post for volunteers for this opportunity

At AGM:

· If club is providing training t-shirts, distribute sorted t-shirts to managers/coaches

· New player fittings
· Organize & train volunteers

· Ensure fit kits are available

· Be available to answer questions

· After AGM, review with BOD Uniform Director and provide Club Treasurer/Accountant players’ names & invoice amount.

Sept – Oct

· Provide vendor with initial estimate of order (“mock order”) to allow vendor enough time to manufacture the order.

Oct – Feb:

· Continue new player fittings

· Set up mass fittings and/or

· Do individual fittings as needed

· Provide Club Treasurer/Accountant new players’ names & invoice amount as needed.

· Finalize purchase order with vendor in late Jan / early Feb

· Work with BOD Uniform Director to determine “extra” quantities to order, if any.

· BOD must approve spending prior to committing to the purchase.

· Communicate uniform embroidery procedure to team managers via BOD Uniform Director or Club Administrator
Mar – May:

· Continue new player fittings

· Individual as new players join the club

· Update order with vendor as needed

· Receive & distribute orders from vendor

· Work with BOD Uniform Director or Club Administrator to determine what teams have early tournaments (before May 1)

· Ensure teams with early tournaments are given first priority

· Organize sorting & distribution volunteers

· Select time/location for uniforms to be sorted

· Inform BOD Volunteer Director of details & number of volunteers needed

· Sort uniforms by team/player for distribution to team managers

· Obtain uniform payment information from Club Treasurer/Accountant

· If a player is not paid in full, do not deliver the uniform

· Receive invoices from vendor & pass on to Club Treasurer/Accountant

· Reconcile invoices with order 
· Work with BOD Uniform Director to ensure financials are in line prior to passing to Club Treasurer/Accountant
· Work with vendor to resolve quality issues

· For ease in managing, teams should filter all issues through managers to Uniform Coordinator

Additionally:

· During years the Uniform Steering Committee is active, work with the BOD Uniform Director to facilitate meetings and lead the Committee to develop recommendations for the BOD.
