Rosebud Run Sleddog Classic

Job Description

Updated January 9, 2010
Job Title:
VOLUNTEER COORDINATOR
Job History:
2007 – Judy Osborne


2009 – Lois Wright

Job Cluster:
All Departments

Reports To:
Race Manager

Purpose:
To recruit volunteers for vacant positions, to facilitate them learning their jobs and to recognize them for their efforts.

Pre-Event Functions:

Become familiar with the website so that you can check it for your job description, the race pamphlet and any updates re the schedule.

Read the  Rosebud Run General Guidelines.

Find someone to shadow you and learn your job.

1. Maintain a list of people who have volunteered in the past or who have expressed an interest in volunteering in the future.  List to include:

Name, phone, cell, e-mail address (preferred), job performed in past, availability, interests, skills.

2. Inform these people of the proposed dates for the races as soon as a date is chosen and ask them if they are available to do the job they did before or if they would like to take on a different job.

3. Have a meeting where volunteers can meet and mix with other volunteers before the event and where newcomers can meet others who have done the job before or who will be working with them.

4. Assure that those volunteers who need special training have access to a training session.

5. Communicate with other coordinators to assign the volunteers they require. 

6. Have shift assignments wherever possible – spell people off.

7. Distribute written job descriptions and race pamphlets to those without internet access.

Event Functions:

Friday night

Attend registration wearing your nametag.  Obtain a parking pass for the race site.

Meet and greet volunteers working at the registration and musher meeting.  Ensure that all are identified with vests or nametags as appropriate.  Fill in as required.

Saturday and Sunday

Fill in as required.

Saturday night

Attend the dinner.  Ensure that the Society thanks all volunteers.

Sunday Closing

Return any Society materials to the Race Office.

Ensure that volunteers are thanked at the closing ceremonies.

Post-Event Functions:

· Obtain feedback from each volunteer about his or her experience.  Ask how they would modify the job description.

· Rewrite job descriptions for Society consideration at evaluation meeting.

· Write down any suggestions that you have for the next Rosebud Run.  Please include any changes that you would like to see made to this job description. This information should be given to the Volunteer Co-ordinator who would also like to know if you are willing to do the job again next year and who shadowed you this year.
Thank you very much for your participation.

