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Phoenixville Area Soccer Club Board of Directors Code of Ethics 

The Phoenixville Area Soccer Club Board of Directors expects its officers and directors to 

conduct themselves in an ethical and business-like manner. This commitment includes proper use 

of authority and appropriate decorum – in group and individual settings – in regard to behavior 

when acting on behalf of the Board and Club. PASC is a volunteer-run organization and, as such, 

it is incumbent on the Board of Directors to maintain both work and recreational environments 

that are consistent with the Club’s mission and provide a transparent, collegial, and respectful 

experience for all volunteers, parents, players, officials, and members of our community. 

PASC's Mission: Phoenixville Area Soccer Club (PASC) endeavors to provide a safe, 

competitive, high-energy soccer environment for all youth and adult players that allows players 

and coaches to reach their highest potential through skill development, education, and 

competitive soccer. 

 

Our Values: 

• Safety and promoting a healthy lifestyle 

through soccer 

• Respect for others 

• Growth and learning 

• Family fun 

• Community service 

• Teamwork 

• Leadership 

• Inclusion and embracing of diversity 

while serving all facets of our community

 

Elements of the Code 

• Board members must represent, with loyalty and without conflict, the interests of the club's 

members. This accountability supersedes any conflicting loyalty such as that to advocacy or 

interest groups and membership on other Boards or staffs. This accountability supersedes the 

personal interests of any Board member acting as an individual consumer of the Club's services. 

• Board members must avoid any conflict of interest with respect to their fiduciary responsibility. 

• There must be no self-dealing or any conduct of private business or personal services between 

any Board members and the Club except as procedurally controlled to assure openness, 

competitive opportunity, and equal access to "inside" information. 

• Board members must not use their positions to obtain for themselves, family members, or close 

associates, preferential treatment within the Club. 

• Board members and members at large may not attempt to exercise individual authority over the 

Club or staff except as explicitly set forth in Board policies. 

PASC Risk Management Background Check Policy 

Per US Youth Soccer and the state of Pennsylvania, anyone having routine interaction with children 

as part of our soccer program is required to complete and submit mandated clearances and complete 

specified training. All board members, paid coaches, paid administrators, and volunteer coaches are 

mandated to comply. In addition, PASC requires individuals in titled leadership roles to comply, as 

well as anyone granted access to member files and contact information as part of their service to the 

Club. Mandated clearance and directions for complying with them are posted on the PASC website, 

and questions can be directed to the PASC Risk Management Coordinator. 

 _______________________________ Signature                     ____________ Date 
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Phoenixville Area Soccer Club 

Director, Officer, and Volunteer Responsibilities 

 

The following are descriptions for positions of various Officer, Director, and volunteer positions of the 

PASC. 

 

Adult League Coordinator 

1. Form teams and schedule games for adult league soccer in the fall and spring 

2. Manage communications with adult league players regarding league participation 

3. Communicate with players on behalf of PASC as necessary 

4. Recruit volunteers for field lining duties 

5. Manage and communicate summer pick-up activities 

6. Help promote and manage league registration 

7. Partner with Assistant Adult League Coordinator 

 

After-School Program Organizer 

Manage PASC After-School programs including: 

1. Point of contact with school principal and leaders to organize program and collect required 

paperwork and permissions 

2. Determine time, dates, and location for program 

3. Clearly establish protocol for: 

- Student pick-up/arrival 

- Student dismissal from program 

4. Work with Equipment Manager for necessary supplies 

5. Work with Uniform Manager for necessary coach and player t-shirts 

6. Work with DOC and IM Director to create, codify, and distribute program activities to volunteer 

coaches 

7. Find volunteer coaches to staff program 

8. Distribute materials promoting PASC programs 

 

Age-Group Coordinator (Pee Wee & IM) 

1. Coordinate with IM Director and DOC to deliver program requirements to coaches and 

participants 

2. Communicate with IM Director and PASC members to identify potential volunteer coaching 

candidates for the Intramural programs 

3. Relay any information about program schedules, requirements (including risk management), and 

activities to coaches and members 

4. Assist IM Director in responding to emails from the info@ address [1 hr/wk, 5 hrs/week for the 

first three weeks of season] 

5. Teams creation/formation for the age group they are coordinating. [10 hrs/season] 

6. Manage team assignment process after initial team creation for the age group they are 

coordinating [2 hrs/season] 

7. Communicate via email to all coaches and individual teams [3-5 hrs/season] 

8. Represent PASC to families within the IM program 

9. Build teams and schedules under supervision of IM Director 

10. Responsible to assist with: 

- setting up and taking down fields [1 hr/season] 

- distribution of uniforms, balls, and other equipment [2 hrs/season] 

- helping to run volunteer coach training sessions [4 hrs/season] 

- managing and facilitating game-day activities 
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- reporting violations or concerns regarding code of conduct (by coaches, parents, and spectators) 

to the IM Director  

11. Resolve any complaints or conflicts that are brought up by players, coaches, or spectators — or 

work with IM Director to do so 

 

Assistant Adult League Coordinator 

Assists Adult League Coordinator with the functions of managing the adult league. 

 

Assistant Director of Coaching 

1. Partner with DOC in organizing and overseeing Travel Soccer program 

2. Support and/or manage supplemental programs (i.e., After School programs, Summer Camps, 

clinics) 

3. Assist and supervise training of teams and monitor progress with DOC each season 

4. Work with DOC to support and evaluate coaches at games and training sessions 

5. Assist in developing and evaluating club curriculum specific to age group and level of play 

6. Assist DOC with coach education/development program 

7. Mentor staff coaches throughout the season (weekly calls, field sessions, staff meetings, etc.) 

8. Perform day-to-day duties of answering phone calls, emails, voicemails, etc. 

9. Actively pursue professional development through conferences, clinics, licensing, etc. 

10. Actively assist Phoenixville Area Soccer Club in promoting the mission of the club throughout 

the region 

11. Coach one-to-two teams per season and additional programs as contracted. 

12. Serve as Coordinator for Recreational Soccer programming for ages U12-U19 (Suburban League) 

- Attend league meetings 

- Create and register teams 

- Recruit and provide soccer programming guidance/materials for volunteer coaches  

 

At-Large Director 

1. Responsible for specific Club assignments and needs as directed by the Board of Directors 

2. Voting PASC Board member 

3. Attend minimum two IM Saturdays per spring and fall season as club ambassador 

4. Elected to a three-year term 

 

Beef n' Beer Committee 

The Beef n' Beer Committee is responsible for all elements of the annual Beef n' Beer fundraising 

event under the management and oversight of the Beef n' Beer Director. 

 

Beef n' Beer Director 

1. Coordinate with Director of Events and Fundraising, Treasurer, and Beef n' Beer Committee for 

the creation and execution of the Beef and Beer event 

2. Identify individuals and organize Beef and Beer Committee 

3. Run Fall raffle  

- Execute the ordering of raffle tickets 

- Facilitate distribution of raffle tickets to teams 

- Perform collection of raffle tickets 

- Determine winner and prize follow up 

4. Obtain Small Games of Chance License 

5. Produce Beef n' Beer Event: 

- Identify and contract with venue 

- Obtain liquor license (if necessary) 
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- Solicit sponsorships 

6. Establish connections for: 

- donations towards the silent auction 

- foods and drinks 

- decorations 

- DJ 

7. Coordinate with travel team managers for baskets 

8. Coordinate volunteer workers leading up to event and day of 

9. Maintain record/accounting for the event 

10. Work with Insurance Manager to obtain event insurance 

11. Remit proceeds to Treasurer and report to Board 

 

Capital Committee 

The Capital Committee will oversee Capital Projects for the club. Capital Committee will commence 

when a potential project reaches feasibility planning. 

 

Charlestown Township Parks and Rec Liaison 

The Charlestown Township Parks and Rec (CTPR) Liaison will attend monthly Parks and Rec 

meetings located at Great Valley Middle School. Meetings typically last one hour and review all 

aspects of recreation in Charlestown Township. The CTPR Liaison is expected to share club updates, 

participant numbers, and facility issues/concerns at monthly meeting. Liaison will also offer 

assistance with club participation in annual Charlestown Day. Liaison will present any facility 

requests PASC has of the township at monthly meetings. Liaison will recap meeting to Director of 

Facilities. Liaison will: 

1. Attend monthly meetings (CT Parks and Rec, CT Board of Supervisors) [4 hrs/month]  

2. Coordinate Charlestown Day activities with E&F committee 

3. Report club news and needs to CTPR representatives 

4. Report CTPR news and needs to Facilities Director 

5. Present facility requests to CTPR board 

 

Contract Coach 

A contracted coach is a paid coach in the travel soccer program who performs coaching and training 

duties as stipulated in his/her contract. Reports to Director of Coaching, Assistant Director of 

Coaching, and/or Zone Director as necessary. 

 

Director of Coaching 

1. Manage and oversee PASC's soccer programming, promoting a common training methodology 

and a clearly articulated style of play across all travel and recreational soccer programs and age 

groups. 

2. Attend PASC Soccer Committee meetings supporting the management, development, and 
expansion of PASC's soccer program. 

3. Provide written DOC Report for PASC's monthly Board of Directors' meetings and attend BOD 

meetings when warranted. 

4. Create team itineraries, including training schedules, league placements, and tournament 

participation. 

5. Determine and provide Travel and IM field/facility needs for training and games to Master 

Schedule Coordinator and Facilities Director. 

6. Schedule and manage team formation and player selection process for travel tryouts. 
7. Conduct/attend parent meetings before and after tryout/team selection. 
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8. Develop and monitor standards and expectations for all PASC coaches. 

9. Oversee player development, including the design of player development curriculum  

10. Identify opportunities for college showcases and ODP preparation for interested/qualified players. 

11. Partner with the IM Program Director in creating and communicating IM coaching program for 

recreational/volunteer programs. 

12. Manage and sustain growth and player retention in PASC programs. 

13. Manage day-to-day coach operations, including: 

- Oversee the Assistant Director of Coaching. 

- Respond to and resolve all subcontractor coach inquiries. 

- Respond to and resolve parent/player/coach conflicts. 

- Oversee the development, evaluation, and hiring of all new (subcontractor) coaches. 

- Oversee the scheduling, staffing, and running of clinics, camps, and additional soccer programs 

as performed by Zone Directors.  

14. Observation and assessment of travel coaches to measure performance, including attending 

training sessions and games to provide feedback to the coaching staff and documented seasonal 

coach evaluations. 

15. Assist in seasonal player evaluations. 

16. Conduct and implement monthly coaches’ meetings during Spring and Fall seasons. 

17. Summarize and report subcontractor staff and ADOC activities, including absences and notable 

incidents, to the PASC Soccer Committee. 

18. Actively pursue professional development through conferences, clinics, licensing, etc., and 

encourage/facilitate the same for subcontracted coaches. 

 

Equipment Manager 

1. Coordinate with appropriate Directors and Managers (e.g. Travel, Rec, IM, Pee Wee, Adult, and 

After School) to assess needs for programs 

2. Purchase equipment as necessary—and as budget allows—to ensure supplies and inventory are 

sufficient for programs at start of season 

3. Wash pinnies and fix existing materials as necessary. 

4. Prepare coaches’ equipment bags for distribution at the Travel, Rec, IM, Pee Wee, and After 

School programs with appropriate materials for each program 

5. Coordinate set-up and take-down Rec Soccer fields on Saturday mornings 

6. Maintain and manage relations with uniform, apparel, trophy, and equipment vendors 

7. Maintain running inventory of all equipment, trophies, and other club assets 

8. Recommend and execute purchases of: 

- Trophies: Order and double check delivery of trophies for Rec Soccer program 

- Equipment: Order as approved by Soccer Committee and Treasurer. 

9. Organize the clubhouse through unpacking, cleaning up, and getting rid of old/broken equipment 

to order replacement materials at the start and end of each season 

10. Investigate new sources of supplies for equipment and make appropriate recommendations to the 

Soccer Committee. 

 

Events & Fundraising Committee 

The Events and Fundraising (E&F) Committee is responsible for managing, staffing, coordinating, 

and scheduling Club activities as it relates to community events (e.g. First Friday, Alianzas Feria, 

Charlestown Day, local parades), promotional opportunities (PASD Camp Fair), Club celebrations 

(volunteer happy hours), and fundraising, most notably the major fundraising campaign of the Club, 

the Beef n' Beer fundraiser. Additional key roles in the E&F Committee include Snack Shack 

Coordinator and Picture Day Coordinator. 
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Executive Director 

Perform administrative, director, and operations functions as defined by Board of Directors (See 

"Executive Director Job Description" document). 

 

Facilities Committee 

Responsible for the maintenance of all club facilities, including Club fields located at Charlestown 

Park and practice fields at TCHS. This includes maintaining the structures the Club is responsible for 

and managing service providers responsible for portable toilets, lighting, and trash removal. Also 

responsible for maintenance of Club resources such as goals, nets, field-lining supplies and 

equipment, corner flags, sand bags, and all other facility needs related to the production of PASC's 

soccer programs. 

 

Facilities Coordinator (Club & TCHS) 

The Facilities Coordinator will manage the week-to-week needs of the PASC facilities (Club 

Facilities Coordinator) or rented practice facilities at Technical College High School on Charlestown 

Rd (TCHS Facilities Coordinator). Coordinator will coordinate volunteers for pre-season set-up, post-

season breakdown, field light moving, and weekly field lining. Coordinator will relay volunteer need 

to travel team parents and schedule volunteers accordingly. Coordinator will report any issue or 

concerns to Facilities Director for communication to TCHS leadership. Coordinator will: 

1. Manage and ensure all fields are properly lined and equipped for all soccer events 

2. Establish a team of volunteers (3-4) to assist with facility activities (goal moving, light moving, 

sandbag filling, pre-season set-up, etc.) 

3. Manage pre-season field layout and initial lining [4-6 hrs (March and August)] 

4. Manage pre-season field/equipment set-up (goals, netting, etc.) [2 hrs (March and August)] 

5. Manage pre-season rental coordination (lights, toilets, dumpsters) [1 hr (March and August)] 

6. Coordinate weekly field lining [1 hr/week] 

7. Perform/oversee weekly maintenance (check goals, nets, sandbags, paint stock; trash removal) 

[<1 hr/week] 

8. Communicate with Facilities Director, team managers, club directors (weekly) [<1 hr/week] 

9. Coordinate end-of-season breakdown (lock goals, mark field corners, supplies back to club) [2 

hrs] 

 

Facilities Director 

The Director of Facilities oversees all aspects of club facilities, practice facilities, and communication 

between stakeholders. Director will chair the Facilities Committee, ensuring volunteers are 

completing required tasks. Director will coordinate weekly with committee during season. Director 

will lead planning meetings as needed, mostly prior to fall and spring seasons. Director will 

commence the Capital Committee once a potential project is approved for feasibility study. Director 

will: 

1. Manage club facilities, projects, operations, and maintenance 

2. Manage relationships with vendors and service providers 

3. Chair Capital Committee 

4. Make purchases for the club as related to PASC fields and facilities as approved by the Soccer 

Committee and Treasurer 

5. Recommend and coordinate agreements and purchases required for field and facilities operations 

and maintenance 

6. Report the health and requirements for all club facilities to the Board of Directors, plan small 

projects as needed 
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7. Approve and facilitate field and facilities scheduling 

8. Manage and ensure fields are properly lined and equipped for all soccer events 

9. Establish a team of workers to assist with facility activities (Facilities Committee, Facilities 

Coordinators) 

10. Ensure Pre-season Field Layout and initial lining is scheduled with site coordinators [12 hrs 

(March and August)] 

11. Ensure pre-season field/equipment set-up is scheduled with site coordinators (goals, netting, etc.) 

[2-4 hrs (March and August)] 

12. Coordinate pre-season rentals (toilets, lights, storage, dumpsters) [2 hrs (March and August)] 

13. Make/oversee pre-season purchases (sand, paint, nets, etc.) [2-3 hrs (March and August)] 

14. Check-in with site coordinators re: field lining and maintenance (weekly) 

15. Communicate with TCHS, Charlestown Township, club directors (weekly) [1-2 hrs/week] 

16. Attend monthly meetings (Club and CT) [4 hrs/month] 

17. Coordinate with DOC, ADOC, IM Director, Team Manager Liaison and Executive Director to 

determine weather cancellation of practice or games when necessary. 

 

Finance Committee 

The Finance Committee is responsible for managing the budget (including budget creation and 

budget-to-actual reports), reviewing expenditures and Club bank statements, making 

recommendations regarding expenditures as necessary, and working with Treasurer to ensure 

insurance, bookkeeping, tax preparation, and legal and insurance matters are adequately addressed. 

 

Financial Aid Committee 

The Financial Aid Committee will review and grant/deny requests for financial aid based on 

procedures and requirements as set by the committee and approved by the Board of Directors. 

 

Financial Aid Committee 

1. Run subcommittee setting policies for and implementing PASC's Financial Aid program 

2. Provide Webmaster with financial aid-related documents and content for posting on website 

3. Manage seasonal process of assessing, accepting, and rejecting requests for Financial Aid 

4. Communicate with Treasurer, Registrar, and Board of Directors as necessary in regard to 

implementing and managing Financial Aid program 

5. Communicate with Members regarding approval or rejection of Financial Aid requests 

 

Insurance Coordinator 

1. Ensure PASC is adequately covered by insurance for: 

- Facilities 

- D&O 

- Players & coaches 

2. Manage and coordinate Certificates of Insurance for all fields and contracted facility used by 

PASC for training and games 

 

Intramural Director 

1. Partner with Director of Coaching and Soccer Committee to develop and deliver high-quality 

recreational youth soccer programing across all age groups (U4-U10) 

2. Oversee management (including scheduling and team assignments) of Intramural programs 

3. Communicate with coaches and PASC members to identify potential volunteer coaching 

candidates for the Intramural programs 

4. Help train and organize volunteer coaches for IM programs 
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5. Coordinate with DOC to run volunteer coach training sessions [4 hrs/season] 

6. Recruit and train Age-Group Coordinators 

7. Communicate with coaches regarding program and club information 

8. Work with Equipment Manager to identify and distribute uniforms, balls, and other equipment 

9. Manage and facilitate game-day activities 

10. Help manage club participation in Intramural tournaments/Play-Days with Director of Coaching 

11. Report violations or concerns regarding codes of conduct (by IM coaches, parents, and 

spectators) to the Board 

12. Represent PASC to club members and champion club values 

13. Monitor and ensure proper response to emails and inquiries from the info@ address [1 hr/week, 5 

hrs/week for the first three weeks of season] 

14. Partner with E&F committee to deliver volunteer appreciation event(s) 

 

IT Committee 

The IT Committee is responsible for all electronic endeavors of the Club, including: 

1. Managing the Club's Google accounts, including Club email and calendar 

2. Managing the Club website 

3. Managing registration for all soccer programs and events 

4. Document storage and availability 

5. Storage and maintenance of all player and coach registration records 

6. Marketing and social media 

7. Mass communication to Club members 

8. Mass communication to general population 

9. Managing EPYS database and relations 

10. Managing state, local, and federal database as required 

 

Junior Referee Coordinator 

1. Recruit youth soccer players (generally U13+) to referee U7-U10 Intramural games 

2. Develop materials and supply training for Intramural referees 

3. Work with IM Director and Age-Group Coordinators to schedule refs for all IM games 

4. Work with Snack Shack Coordinator to provide and dispense payment for refs 

5. Facilitate referee certification for eligible and interested PASC players, coaches, and members as 

necessary 

 

Marketing Director 

Coordinate and lead marketing initiatives, including: 

1. Design a marketing strategy for PASC 

2. Identify effective methods and strategies to maximize PASC brand within the Phoenixville Area 

youth sports and community 

3. Deliver effective and efficient campaigns to promote Recreational and Travel Soccer via: 

- Email campaigns and messaging 

- Social media efforts 

- Printed flyers and postcards 

- PASC website 

- Community events and other opportunities 

4. Create materials for use at community events, including printed flyers and postcards 

5. Establish marketing team as necessary 

6. Communicate with townships and school districts to ensure placement of marketing yard signs 

7. Obtain permits for Schuylkill Township, Charlestown Township, and approval from PASD and 

GV School District [2-3 hrs 2 times/year] 
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8. Prepare and distribute flyers and signs when required 

9. Monitor Facebook account and Phoenixville Parents group for PASC related inquiries 

10. Constant Contact (CC) Admin 

- manage users and access to our marketing software 

- upload new users from PASC registration platform to CC for marketing purposes 

 

Master Schedule Coordinator 

1. Schedule travel, SCSL, State Cup, and friendly games at start of season (and throughout) 

2. Create and maintain master schedule throughout season  

3. Work with team managers/SCSL coaches to manage weekly requests, reschedules, cancelations 

4. Post field closing on PASC website for canceled training and games 

5. Compile list of all games being played on PASC fields and communicate weekly schedule to 

BOD, DOC, League Delegates, Coordinators, IM Director, SCSL Director, and Referee Liaison 

 

PASD Liaison 

Responsible for being the main point of contact between the Club and Phoenixville Area School 

District (PASD) to pursue new opportunities and initiatives, foster relations between our 

organizations, and assist with Club programming needs as necessary. 

 

Pee Wee Director 

1. Oversee management of Pee Wee Age-Group Coordinators (U4-U6) 

2. Oversee and assist in scheduling and team assignments of Pee Wee programs 

3. Help identify and recruit volunteer coaches for Pee Wee programs 

4. Coordinate with Director of Coaching and IM Director to administer and develop specific 

program requirements 

5. Communicate with Age-group Coordinators and coaches regarding program and club information 

6. Work with Equipment Manager to distribute uniforms, balls, and other needed equipment 

7. Manage and facilitate game day activities 

8. Report violations or concerns regarding codes of conduct (by Pee Wee coaches, parents, and 

spectators) to the IM Director 

 

Philadelphia Union Partner/Ticket Manager 

(As of March 2020, PASC is not currently a Union Junior Partner. In times when the Club did 
participate, these were the duties of the Union Partner Manager.) 

1. Publicize and execute Philadelphia Union ticket sales with Club members (promote sales, receive 

payment, send tickets and parking vouchers, etc.) 

2. Serve as liaison between Club and Union representative 

3. Organize Union game days (select date, organize players, secure tickets, etc.) 

4. Organize Union group sales as necessary 

 

Picture Day Coordinator 

Responsible for Picture Days for all programs, including: 

1. Contracting with photographer 

2. Creating and communicating schedule to all parties (photographer, team managers, age-group 

coordinators, etc.) 

3. Staffing picture days with volunteers as necessary 

4. Promoting and communicating picture day schedule and procedures online and via email 

5. Serving as liaison to photographer/photo company to settle issues and troubleshoot 

 

Platform Coordinator 
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Manage software platforms used by Club for communication, administration, and registration. For 

redundancy purposes, all usernames and passwords should be shared with ED or other Club leaders. 

1. Manage and Maintain software platforms, including but not limited to: 

• Google 

- Maintain PASC Google administration functions 

- Create and manage email users and groups as needed 

- Manage Google Drive and all Club documents (including Certificates of Insurance) 

- Back up files as needed 

- PASC Google Calendar 

• Blue Sombrero account/platform 

- manage and maintain user (member) support 

- create/run reports as necessary 

- assist Registrar with creating/managing registration portals including payment plans where 

necessary 

- work with DOC, Treasurer, and Registrar to create Travel soccer registration portals and 

payment plans 

- work with Events Coordinator and Registrar to create registration portals for events  

- set up volunteers and staff with admin roles as necessary 

- train volunteers and staff (share training videos) on how to create teams, use the email 

feature, and run various reports as necessary 

• EPYS database 

- Create registration portals for Travel Players, Suburban Players, volunteers, and Board 

Members to upload necessary documents to create the database 

- Assist membership with creating accounts and documentation uploads 

- Create Suburban Team for League Registration 

- Assist Registrar with creating/managing Travel Teams 

- Verify Travel Player documents 

• GotSoccer Club Admin 

- manage and maintain PASC Club Admin account, including setting up new teams (assigning 

Coach and Team Manager) and creating the new team accounts 

- act as back-up to Team account (register/maintain team account as needed) 

2. Manage Domain connection (GoDaddy domain name secured through 2024) 
3. Determine need for additional domain names and secure as needed 

4. Gusto payroll admin (back-up to Treasurer) 

5. Act as a back up to Team Manager Liaison, sending any team messaging as needed (e.g. weather 

cancellations) 

6. Research other software platforms that may be used to manage our organizational needs and 

improve end-user experience 

7. Document contracts for club (coaches, employees, vendors, facilities, etc.) 

 

President 

1. Supervise affairs of PASC 

2. Promote PASC culture and vision 

3. Hold PASC board members, club members, and coaches accountable to maintain and exemplify 

PASC culture 

4. Coordinate communication between committee directors 

5. Conduct and call meetings of the Board of Directors 

6. Oversee Director functions within organization 

7. Lead volunteer development and outreach. Connect Volunteers to Volunteer Organizer, 

Executive Director, and relevant Committee directors 
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8. Oversee reports and delegate club administrative needs pertaining to Board Members and 

Executive Director 

9. Sign contracts and other official Club documents as required by the Club (along with additional 

Officer or Director) 

10. Appoint and approve committees, permanent or temporary 

11. Liaison with community leadership and attend community meetings as needed 

12. Receive, review, and resolve any member / club issues that are not resolved by coaches, staff, or 

committee directors 

13. Review staff reports and direct organization reporting to the relevant committees 

14. Sit on hiring/contract review committees of all staff/subcontract coaches 

15. Attend PASC fundraisers (e.g. Beef n' Beer) and participate in PASC community events 

16. Liaison or appoint Board Member to liaison with local government and community affiliates 

17. Serves as Chair of the Soccer Committee 

18. Sit on Finance Committee meetings or needs pertaining to legal and budget items 

19. Point of contact with local and national clubs/organizations 

20. Attend minimum two IM Saturdays per spring and fall season as club ambassador 

21. Elected to three-year term 

 

Recording Secretary 

1. Prepare agenda and announce Board meetings (date, time, location) to PASC Board of Directors 

and other attending parties 

2. Solicit, organize and distribute committee reports prior to board meetings 

3. Record, prepare, and distribute minutes of Board meetings, ad hoc meetings, and others as 

necessary 

 

Referee Liaison 

1. Communicate/manage weekly schedule with Club referee assignor(s) 

2. Communicate cancelations and reschedules to Club referee assignor(s) in a timely manner 

3. Communicate/manage communications to leagues re: cancelations and reschedules in a timely 

manner 

 

Registrar 

1. Coordinate with Travel players, Recreational players, and relevant managers and directors to 

complete league registration requirements 

2. Communicate with EPYS and other soccer organizations on behalf of PASC as required 

3. Assist Director of Coaching, Soccer Committee, and relevant coordinators in team formation and 

communications to members and coaches 

4. Provide reports and other information to Board of Directors as required 

5. Manage: 

- Club registration and payment systems, along with handling requests for refunds, credits, 

financial aid 

- Members database (including players, coaches, trainers, and volunteers) 

- Travel and recreational team registration in EPYS database 

- Travel tryout/acceptance communication and registration 

- Registration programs for all PASC programs and season 

- Creation and distribution of player cards, rosters, and other required paperwork and credentials 

6. Attend minimum two IM Saturdays per spring and fall season as club ambassador 
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Risk Management Coordinator 

1. Ensure PASC is in compliance with Federal, State, and local requirements regarding volunteers, 

contractors, paid staff, and others have clearance documentation and training completed 

2. Manage acquisition and storage of required documentation from coaches, volunteers, contractors, 

paid staff, etc. 

3. Communicate requirements to BOD and all relevant volunteers, contractors, and paid staff 

regarding Club compliance with risk management, concussion awareness, and other mandated 

policies 

4. Communicate with coaches and volunteers regarding state clearances and other mandated and 

club requirements 

5. Liaison with governing bodies (e.g. EPYS) and service providers regarding requirements and 

compliance 

 

SCSL Coach 

PASC's older recreational players (U12-U19) participate in the Suburban Co-ed Soccer League 

(SCSL). Volunteer coaches in this program are responsible for coaching teams and communicating 

with parents and players. Responsibilities include: 

1. Coaching assigned SCSL team twice a week and once a weekend (generally) through the fall and 

spring seasons 

2. Communicating with opponents prior to games as mandated by leagues 

3. Setting schedules with opponents (as necessary, depending on league) 

4. Working with Master Schedule Coordinator to reschedule home games as necessary 

5. Communicating with team parents and players to monitor game and training attendance 

6. Communicating details for each game (time, place, etc.) 

7. Communicating photo, tournament, and other team schedules 

8. Distributing team uniforms at start of season 

9. Providing payment to refs at start of every game (provided by PASC) 

10. Providing team lineup to ref at start of every game (league and tournament) 

11. Adhering to and espousing Club Codes of Conduct and expectations of fair play 

12. Reporting violations of Club conduct and policies to SCSL Director 

 

SCSL (Recreation) Director 

1. Administer Club SCSL (Recreation) League program, including team rostering and EPYS 

registration 

2. Create teams and assign coaches 

3. Serve as point person for coaches to communicate on behalf of the league, club, etc. and answer 

questions and support SCSL coaches and volunteers 

4. Work with Master Schedule Coordinator to schedule all SCSL home games 

5. Solicit, manage, and mentor volunteer coaches 

6. Coordinate with Equipment Manager to secure uniforms, balls, and other needed equipment for 

Rec teams 

7. Represent PASC to SCSL in general and at Rec League meetings 

8. Communicate with Rec coaches and PASC Board regarding Rec League requirements, 

deadlines, schedules, and operations 

9. Coordinate, manage, and schedule Rec tournaments with Director of Coaching as necessary 

 

Snack Shack Coordinator 

1. Oversee operations of Snack Shack throughout the season [5 hrs/week, 40 hrs/season] 

2. Perform weekly set-up of Snack Shack during Fall and Spring IM seasons [8 hrs/season] 

3. Maintain cleanliness and appearance of Snack Shack 
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4. Recommend and execute purchases of wholesale shopping during Rec Season [6 hrs/season] 

5. Manage: 

- Weekly shack staff requirements (maintain sign-up sheet for all Snack Shack volunteer 

workers) 

- Shack inventory (food, beverages, swag, etc.) 

- Income/revenue, keep records of sales/profits and submit as required 

6. Cash Box reconciliation tasks (count and record cash earnings in a spreadsheet) [4 hrs/season] 

7. Make sure cash box is stocked with adequate change and denominations every week [4 

hrs/season] 

8. Distribute IM Junior Referee payments during Saturday soccer activities 

9. Execute operations of season opening and closing of Snack Shack [6 hrs/season] 

 

Soccer Committee 

Responsible for oversight and staffing of all soccer programming, including all recreational, travel, 

and adult soccer. Committees and individuals responsible for equipment, uniforms, scheduling, and 

league-related activities report to the Soccer Committee. 

 

Social Media Coordinator 

Responsible for promoting PASC via Club's social media platforms, including Facebook, Twitter, and 

Instagram. Coordinates with relevant parties (Club directors, team managers, coaches, Sponsorship 

Director, etc.) to establish noteworthy content to share via social media—garnering permission as 

required. Coordinates messaging with Marketing Director and IT Committee. 

 

Spanish Language Contact 

Assist Club leadership in communicating verbally, via telephone, via email, and in writing to 

Spanish-speaking participants and parties interested in PASC programs. 

 

Sponsorship Coordinator 

1. Liaison with local government, school, and community affiliates 

2. Responsible for identifying Club needs, fostering sponsorship opportunities, and heading 

initiatives to raise funds for the Club 

3. Seek, manage, and maintain relationship with local and national clubs and organizations 

4. Seek new sponsors 

5. Create new sponsor opportunities 

6. Manage sponsor relations 

7. Work with relevant Club volunteers, Board members, and staff to execute Club requirements of 

sponsorship agreements 

8. Identify and pursue new revenue opportunities 

 

Tax Preparer 

Compile Club's nonprofit tax returns at the end of the year, working with relevant directors as 

necessary under the direction of the Club Treasurer. Responsible for 1099G preparation for winner of 

B&B raffle. 

 

Team Manager (Travel) 

1. Communicate to team members on behalf of the Club, Coaching leaders, and team coaches 

2. Communicate with opponents prior to games as mandated by leagues 

3. Set schedules with opponents (as necessary, depending on league) 

4. Assist with tournament registration 

5. Work with Master Schedule Coordinator to reschedule home games as necessary 
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6. Manage TeamSnap team account to monitor game and training attendance 

7. Communicate details for each game (time, place, jersey color, etc.) to team members 

8. Communicate photo, tournament, and other team schedules to team members 

9. Provide payment to refs at start of every game 

10. Provide team lineup and players/coaches cards to ref at start of every game (league and 

tournament) 

11. Keep records and post scores as mandated by league 

12. Generally manage the business of the team 

 

Team Manager Liaison 

1. Serve as Club contact for all Travel Team Managers and assure they understand and perform their 

duties (see "Team Manager" description) 

2. Facilitate and execute communication between Club and team managers 

3. Serve as coordinator and mentor to all team managers 

4. Team Snap Admin 

- manage and maintain the PASC club account 

- manage and maintain Travel Teams, including setting up new teams (assigning Coach, Team 

Manager, and Players). 

- Work with DOC, Registrar, and Team Managers to update existing Travel Team Rosters 

(players, coaches and TMs) 

5. Coordinate with Team Managers to manage and maintain team accounts 

6. Maintain/update manual for team managers 

7. Report game issues and issue reports to league and DOC as necessary 

 

Travel League Delegate 

PASC currently (2019-20) participates in Central League, APL, and EDP. A delegate shall be 

appointed for each league and be responsible for the following. 

1. Attend league meetings as required 

2. Report meeting and league news and items to Board and relevant parties 

3. Represent and advocate for Club at league meetings and events 

4. Liaison with league officers 

5. Disseminate league news, requirements, and information to PASC Board members, relevant team 

managers, and Club coaches 

6. Manage and maintain club relations with league 

7. Manage and maintain team requirements for league 

8. Communicate with and assist team managers, Registrar, and other relevant parties as necessary 

 

Treasurer 

1. Receive all monies, giving the receipt thereof 

2. Run subcommittee setting policies and implementing PASC's Financial Aid program 

3. Oversees the finance function of Club 

4. Manage QuickBooks 

5. Ensure PASC complies with all laws governing its non-profit status 

6. Ensure PASC pays its invoices, bills, and tax returns in a timely manner 

7. Approve/deny spending requests 

8. Provide monthly report to Board of Directors on the financial activities of the Club 

9. Manage Insurance Coordinator 

10. Manage: 

- Payroll and payroll accounts (e.g. Gusto) 

- Club credit cards/payment methods (e.g. Divvy, PayPal) 
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- Bank and investment accounts 

11. Communicate with Registrar and IT as necessary regarding implementation and management of 

Financial Aid program 

12. Attend minimum two IM Saturdays per spring and fall season as club ambassador 

13. Elected to three-year term 

 

Uniform Coordinator 

1. Manages and maintains inventory, jersey styles, and ordering process for all travel kits, training 

gear, and accessories 

2. Manages and maintains inventory, jersey styles, and ordering process for all 

Intramural/Recreational kits, training gear, and accessories 

3. Manages and maintains inventory for all t-shirt and additional gear for coaches, volunteers, and 

additional soccer programs as necessary (e.g. camps, clinics, adult league) 

4. Manages and maintains Club spirit store and coordinates with IT Committee to broadcast and 

execute online functionality 

5. Maintains vendor relationships with local and national vendors for all the Club's apparel needs 

 

Vice President 

1. Perform all duties and exercise all powers of President during absence or incapacity 

2. Available and responsible to fill President position immediately upon President's absence 

3. Attends all PASC Board Meetings 

4. Attend PASC fundraisers (e.g. Beef n' Beer) and participate in PASC community events 

5. Attend minimum two IM Saturdays per spring and fall season as club ambassador 

6. Elected to three-year term  

 

Volunteer Coach (Pee Wee & IM) 

Coaches in PASC's Pee Wee (U4-U6) and IM (U7-U10) programs are volunteers whose 

responsibilities include: 

1. Attending a preseason coaches meeting with PASC soccer leaders (DOC and IM Director) 

2. Coaching assigned teams per program guidelines once during the week (U7-U10) and once a 

weekend (generally) through the fall and spring seasons 

3. Communicating with team parents as necessary regarding games and training 

4. Communicating photo day info and other team event schedules 

5. Distributing team uniforms at start of season 

6. Distributing team trophies/medals at end of season 

7. Adhering to and espousing Club Codes of Conduct and expectations of fair play 

8. Reporting violations of Club conduct and policies to IM Director 

 

Volunteer Coordinator 

Responsible for managing a running list of Club needs, seeking and evaluating volunteers, 

communicating roles and responsibilities, and connecting compatible volunteers with the appropriate 

committees, tasks, and roles within the club. 

 

Webmaster 

1. Communicate Club news on website, social medial platforms, and other electronic means 

2. Update and maintain Club website 

3. Manage and solicit input from Travel, Rec, IM coaches, and board members regarding news 

items and team updates for publishing on Club media platforms 

4. Coordinate with Social Media Manager to communicate club news 
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5. Coordinate with IT, Executive Director, and other Board members and program officials to 

communicate relevant and timely information 

6. Coordinate with relevant parties (DOC, ADOC, Soccer Committee) to post field closing and club 

status reports on the website and via other electronic means 

 

Zone 1 Director 

Responsible for assisting coaches, developing programs, and creating additional triaging/game 

activities for U8-U12 players at Director of Coaching's discretion. 

 

Zone 2 Director 

Responsible for assisting coaches, developing programs, and creating additional triaging/game 

activities for U13-U16 players at Director of Coaching's discretion. 
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