MO NAWGJ BOARD DESCRIPTIONS

Assignor (2 positions)
· Receive and review "Request for Judges" forms from co-SJD
· Communicate with meet directors about their judging needs and possible competition schedule

· Create judging contracts with appropriate information

· Review membership information to identify eligible judges based upon rating, current membership and current CPE

· Email contracts to available and eligible judges who satisfy the meet requirements until the judging positions are filled

· Maintain accurate records for NAWGJ and the meet directors

· Stay in contact with meet directors about meet schedules, accommodations, etc. 

· Review contracted judges membership information prior to the meet to ensure they are still eligible for judge (current rating, memberships & CPE)

· Email schedule, event assignments and hotel information to contracted judges and to MO NAWGJ Communications/Membership board member

· Document event assignments on Google docs
· Write article for MO NAWGJ newsletter as requested

· Escalate any issues to co-SJD

Workload – Can be very sporadic.  Very busy at the start of meet season and as meet directors finalize the competition schedule.  Majority of work is done via email, but can involve several phone calls throughout the season.

 

Fundraising Chair:

· Partner with co-SJD and Judges Cup co-Chair to ensure that all aspects of the MO NAWGJ fundraising meet are completed

· Partner with co-SJD to create contract with host gym/parent club
· Accept entry forms and checks

· Maintain communication with gyms as request for additions and drops are made

· Create competition schedule and review with co-SJD
· Provide Judges Cup co-Chair with information regarding age groups, entries and other necessary information for the meet

· Determine what volunteer positions are needed from host gym/parent club

· Serve as "on floor management" for the volunteers of the event

· Help Judges Cup co-Chair with any duties as requested 

· Create financial report and provide financial data to SJDs

· Write article for MO NAWGJ newsletter as requested
Workload – Busy approximately 2 months prior to Judges Cup and extremely busy during entire Judges Cup weekend.  Small amount of time required after the meet to prepare financial reporting.
Fundraising Co-Chair:
· Partner with co-SJD and Judges Cup Chair to ensure that all aspects of the MO NAWGJ fundraising meet are completed.

· Review entries and age groups to accurately order awards

· Order, inventory and store awards

· Organize the distribution of awards

· Purchase and distribute gifts for gymnasts, judges and host club owner

· Organize transportation of electronic scoring system

· Purchase food and supplies for the entire meet weekend

· Ensure that food is catered and cleaned up during the entire weekend

· Maintain accurate receipts for expenses (awards, gifts, food and supplies) and submit to co-SJD

· Communicate with Missouri clubs to obtain list of graduating seniors

· Partner with meet director of the spring state meet to ensure graduating seniors are recognized during the meet
· Purchase senior awards and distribute during state meet  

· Partner with co-SJD to ensure financial award is provided to seniors

· Maintain accurate receipt for senior awards expenses and submit to co-SJD
· Write article for MO NAWGJ newsletter as requested
Workload – Busy approximately 2 months prior to Judges Cup and extremely busy during entire Judges Cup weekend.  Slightly busy approximately 1-2 months prior to spring state meet regarding senior awards

Communication/Membership
· Build, maintain, and secure MO NAWGJ information on the www.monawgj.org website
· Update website with information received from SJDs, board members or important information from state, region or national USAG or NAWGJ leadership
· Organize and distribute at least four quarterly newsletters to MO NAWGJ members

· Record MO NAWGJ board meeting minutes and post to website
· Request and maintain documentation of Missouri judges including:  contact information, ratings, USAG membership, NAWGJ membership and CPE

· Provide updated documentation of Missouri judges to co-SJDs several times throughout the season

· Be available to help with other technical tasks including data entry for Judges Cup and uploading videos
· Write article for MO NAWGJ newsletter as requested
Workload – No particular busy time throughout the season.  Updates to reports will need to be made using a computer, but will also need to maintain physical copies of membership cards and records.  
Education #1

· Partner with co-SJD to ensure that all aspects of the MO NAWGJ Summer Clinic are completed

· Partner with co-SJD to create contract with host location

· Communicate and advertise MO NAWGJ Summer Clinic 

· Accept entry forms and checks

· Maintain communication with host location to ensure venue is ready

· Partner with co-SJD to determine clinician(s) and topic(s) 

· Communicate with clinician(s) regarding clinic structure, topics, transportation and lodging

· Create clinic schedule and review with co-SJD 

· Distribute schedule to attendees prior to clinic
· Communicate with each Missouri judge with less than 2 years tenure at least once per season and document that communication occurred – organize communication schedule with other Education position
· Arrange at least one additional training session for new and beginning judges
· Partner with Education #2 position as requested

· Write article for MO NAWGJ newsletter as requested
Workload – Busy in two months prior to summer clinic and will need to be available for the entire clinic.  Majority of work can be done either by phone or email.

Education #2

· Maintain physical library and accurate accounting of materials
· Maintain a virtual library online (search for videos, organize reviews, document routines and forward to webmaster to link to website)

· Organize routine/script review on monthly basis

· Communicate with each Missouri judge with less than 2 years tenure at least once per season and document that communication occurred – organize communication schedule with other Education position

· Arrange at least one additional training session for new and beginning judges

· Partner with Education #1 position as requested

· Write article for MO NAWGJ newsletter as requested

Workload – Steady throughout the season.  Majority of work will need to be done via computer/internet.
