4/2/2010

South Jasper Place Minor Baseball Association (SJPMBA)

Job Description
Position – Registrar

1. Attend SJPMBA Executive Meetings and AGM Meeting

2. Maintain SJPMBA Microsoft Access Database.

a. Create Tables for each new season

b. Add Registered players, along with required pertinent player information listed on the registration forms

c. Delete registered players, if withdrawing from program

Notes:

· inform Treasure of required refunds

· inform Division Category Director if Pink registration copies have already been forwarded

d. modify addresses as required (i.e. returned mail)

3. From the annual registration session, balance the number registered players to the cash receipts.  Forward cash receipts to the SJPMBA Treasurer and inform Treasurer of any monies owing.

4. Responsible for Handling of the 3-part Registration forms

· Part 1- White Copy – permanent record of SJPMBA.  File in Main Binder, this is created each year.  Forms are filed in alphabetical order, by players last name

· Part 2 – Yellow Copy – temporary record.  File in designated binder.  Forms are filed by division and then alphabetically.  The previous years Yellow copy is destroyed at the start of next year, to make room for the current years copies.

· Part 3 – Pink Copy – forwarded to the Divisional Category Directors

5. Maintain the Master Listing of all SJPMBA team rosters (Representative and Recreational), players and coaches. Registrar required to work with Divisional Category Directors to received team lists and changes.

6. Provide adhoc registration information to Executive during the registration season, i.e.

· number of players by division, by category, etc

· listing of players trying out for Rep teams for tryouts evaluators

7. According to Baseball Alberta deadlines, register SJPMBA participants and ensure Registration Fees are paid.

i. SJPMBA Association

ii. SJPMBA Executive Listing

iii. SJPMBA Players

iv. SJPMBA Provincial Teams

v. SJPMBA Coaches

8.    SJPMBA Provincial Team Hardcards

a. Create individual SJPMBA team cards

b. Work with team’s management to get player signatures on hardcards

c. Forward hardcards to Baseball Alberta

d. Receive notarized hardcards from Baseball Alberta and forward to the Provincial Team Management

9.    Responsible for executing mailing to SJPMBA registrants (i.e. Newsletters, registration notices).

a. Print off mailing address labels from Access Database

b. Attach labels and stamps to envelopes

c. Have mailers copied in sufficient numbers

d. Stuff envelopes with mailers and finally mail

10. Attend Annual Player Registrations as available.

11. Other duties as arising and required

