PENDLETON JUNIOR BASEBALL
PO BOX 234 – PENDLETON, IN   46064

765.374.3491 (voicemail)

Visit us on the web at pendletonjrbaseball.com
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PJB Board of Directors Roles and Responsibilities
(Executive Board consists of President, Vice President, Director of Baseball, Director of Softball, Secretary and Treasurer, all 2-year terms.  Remaining board member positions are 1-year terms.)

President
· Oversee all meetings of the Pendleton Junior Baseball & Softball Association (PJB) and the Board of Directors (BOD) and has responsibility for the operation of the Association. 
· Together with the Directors of Baseball and Softball oversees the implementation of the PJB by-laws, codes of conduct, draft procedures and All-Star selection processes. 

· Strives to have first-hand knowledge of the regulations under which PJB operates. 
· Work with Pendleton Park Board on issues related to lease/contract, field maintenance, improvements, availability and other issues impacting the health and viability of PJB. 
· Takes an active role in gaining support and winning friends for the PJB program. 
· Together with the Commissioners of Baseball and Softball receives all mail, supplies and other communications from Little League, ASA, and Babe Ruth.
· Orders all end-of-season trophies in coordination with BOD and contracted trophy supplier.
· Coordination and scheduling of team/player pictures with contracted photographer.
· Leads presentation, discussion and negotiation of all PJB contracts.
· Co-signs, along with League Treasurer, all PJB General Fund checks.
· Oversees hiring of Concession Manager as well as any other PJB employees.

Executive Vice President
· Appointed by the President (not an elected position).
· Performs the duties of the President in the absence or disability of the President, provided the President has provided authorization.
· Performs such duties as assigned by the President and/or Board of Directors.

Director of Baseball 
· Responsible for the coordination of all activities relating to baseball year-round.
· Recruits volunteers to act as individual league directors (Majors, Minors, Rookie and Coaches Pitch).
· Together with the rest of the Executive Board, manages the overall league registration process for all PJB players.
· Responsible for Baseball league registration, reservation of gym times for player evaluations and overseeing evaluations for all baseball leagues (including player evaluations, drafts and team selection.
· Responsible for maintaining all team rosters and submission (with assistance from the Secretary and/or Treasurer) of national program registration and insurance.
· Orders all new baseball equipment and maintains inventory of reserve baseball equipment. 
· Responsible for the coordination/scheduling of umpires and submitting invoices to the Treasurer for payment weekly.
· Coordinates with the Safety Director to ensure all safety issues are addressed. 
· Coordinates with the League Directors to ensure that all baseball managers, coaches and players at all levels are receiving proper instruction. 
· Coordinates scheduling of all baseball practices and games. 
· Coordination of any evaluations, scheduling and national registration for the Indiana Arabians baseball teams.
· Coordinates with BOD and League Directors in executing all national baseball rules and in developing and executing all local rules. 
 Director of Softball 
· Responsible for the coordination of all activities relating to softball year-round.
· Recruits volunteers to act as individual league directors (Seniors, Majors, Minors, Rookie and Coaches Pitch).
· Together with the rest of the Executive Board, manages the overall league registration process for all PJB players.
· Responsible for Softball league registration, reservation of gym times for player evaluations and overseeing evaluations for all softball leagues (including player evaluations, drafts and team selection.
· Responsible for maintaining all team rosters and submission (with assistance from the Secretary and/or Treasurer) of national program registration and insurance.
· Orders all new softball equipment and maintains inventory of reserve softball equipment. 
· Responsible for the coordination/scheduling of umpires and submitting invoices to the Treasurer for payment weekly.
· Coordinates with the Safety Director to ensure all safety issues are addressed. 
· Coordinates with the League Directors to ensure that all softball managers, coaches and players at all levels are receiving proper instruction. 
· Coordinates scheduling of all softball practices and games. 
· Coordination of any evaluations, scheduling and national registration for the Indiana Arabians softball teams.
· Coordinates with BOD and League Directors in executing all national softball rules and in developing and executing all local rules.

Treasurer 

· Responsible for ensuring proper financial controls exist to safeguard PJB funds. 

· Works with BOD to negotiate and secure adequate insurance of PJB equipment.
· Proposes financial policies for Board approval (e.g. spending authorizations). 

· Prepares annual budget and monthly reports with direction from the Board.
· Manages and maintains bank accounts and all financial records.
· Signs checks (along with President as co-signers). 

· Dispenses PJB funds as approved by Board of Directors. 
· Responsible for year-round collection of payments and distribution of funds as needed for uniforms, tournaments and fundraiser events for Indiana Arabians travel teams on a weekly basis.
· Responsible for obtaining petty cash for registration and concession stand as needed.
· Collects weekly payroll needs during the season for concession employees, volunteer groups and umpires and distributes payments as appropriate (during the league season).
· Ensures payment of all utilities, lease and vendor expenses.
· Collects bank deposit bags and slips from the bank weekly.
· Submits monthly Indiana State tax reports (and payments during league season) for concession food, beverage and sales tax.
· Submits all financial information necessary to PJB accountant for tax return preparation and ensures compliance with all government requirements and obligations. 


Secretary
· Responsible for recording the activities of the Board and maintaining appropriate files, mailing lists and necessary records.
· Responsible for keeping the minutes of the meetings of the Members, the Board of Directors, and the Executive Board, and record them in an official book or file.
· Maintain lists of all Directors and committee members and give notice of all meetings of the Association, Board of Directors, and Committees.
· Responsible for advertising PJB Registration, reserving buildings as needed and submitting Opening Day Parade Permit.
· Along with all League Directors, responsible for obtaining League sponsors and maintaining all necessary records.
· Responsible for ordering sponsor banners.
· Along with Treasurer, responsible for maintaining records of all player registrations, payments made and player information.
· Manages the official League website (pendletonjrbaseball.com) 

League Directors 

· With the help of the Directors of Baseball and Softball, oversees scheduling of all games and tournaments for their league. 

· Oversees all Manager/Coach activities. 
· Responsible for ordering and distributing all regular season uniforms for players and managers in a timely manner.
· Responsible for making all managers, coaches, and parents aware of all meetings, local rules, and conduct expected at all practices and games.
· Responsible for the upkeep and maintenance of all player equipment. 
· Coordinates with the Directors of Baseball/Softball to receive all equipment bags back from the managers at the end of the season (or the end of all-star season). 
· Cleans equipment bags and equipment. 
· Maintains inventory of all equipment in each bag to ensure that all equipment is returned and that equipment which has exceeded its life expectancy is replaced. 
· Inspects all equipment, removed damaged, worn, or unsafe equipment, and coordinates with the Directors of Baseball/Softball for replacement with new equipment. 
· Prepares all equipment bags for distribution each new season. 
· Coordinates with the Directors of Baseball/Softball to make sure that all equipment bags are distributed to managers.
· Responsible to ensure all sponsors banners are properly hung on outfield fences prior to Opening Day.
· In coordination with nightly League Superintendent, responsible for calling games due to lightning or other inclement weather. 

 Safety Director 

· Ensures First Aid supplies are stocked in the Mechanical room. 
· Coordinates reporting and prevention of injuries.
· Works with Directors of Baseball/Softball to file any injury insurance claims.
· Ensure appropriate access to AEDs. 
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