                                            Bootleg Sled Dog Races
Job Description

Job Title:
Race Manager
Job Cluster:
All Departments (see also appended notes)
Reports To:
Bootleg Sled Dog Race
Purpose:
To manage the annual planning, staging, and evaluation of the Bootleg Run Sled dog Race.

Pre-Event Functions:

Become familiar with the website so that you can check it for updates.

Read the Bootleg sled dog Race general guidelines.

Find someone to shadow you and learn your job.

In all likelihood, the Race Manager will be the Committee Chair. Generally speaking, the Committee Chair needs to know all that is going on or at least, that all the jobs assigned to different people are being done.  Ultimately, the Committee Chair is responsible for everything.  For the purposes of this job description, the Race Manager and the Committee Chair are considered to be one in the same.

1. Arrange and obtain event insurance for the race.

2. Prepare a budget 
3. Ensure the race site and trail are set, marked appropriately and groomed in concert with the Development & Maintenance Crew and Race Marshall.

4. Ensure the race site and trail are cleaned up after the race in concert with the Trail Development & Maintenance Crew and Race Marshall.
5. Arrange for two-way radios.

6. Ensure sufficient volunteers have been arranged for each of the positions required in concert with the Volunteer Coordinator and that each volunteer has been furnished with their individual job description.

7. Communicate with each of the department heads to ensure everyone is coordinated.

8. Along with the Race Marshall, ensure all Race Officials are trained and ready to perform their duties.

9. Arrange for maintenance of the website and ensure continual updating of same.

10. Arrange for race signage requirements, ensure deposits are paid and arrange pickup.

11. Review, record and approve all expenditures of the committee.

12. Monitor fundraising and ensure all sponsorships are recorded, transferred (To Be Determined)  and are deposited in the bank in concert with the Sponsorship Coordinator.

13. Ensure sponsorship signs are stored and set at the race site at appropriate times in concert with the Sponsorship Coordinator and Sponsor Sign Coordinator.
14. Ensure dignitaries to the Saturday dinner are invited in concert with the Dinner Coordinator

15.  Ensure the dinner program is prepared and printed in concert with the Dinner Coordinator.

16.  Monitor musher registration and ensure registration runs smoothly and efficiently in concert with the Registration Group and Registration Night Coordinator.

17. Attend musher registration.

18. Attend the Saturday night dinner.

19. Ensure prize money and trophies are in place and ready for presentation at the awards ceremony and sponsors are given the opportunity to present the trophy they sponsor in concert with the Prize Money Coordinator.

20. Arrange for any printed material to be prepared, printed and delivered where and when needed in concert with the Media Coordinator.

21. Ensure media is notified of the event and activities leading up to the event in concert with the Media Coordinator.

22. Ensure a marking plan is created and executed in concert with the Media Coordinator.

23. Be readily available for media interviews; radio, television and print.

24. Preside over all meetings of the committee.

25. Ensure trophies are ordered and received in concert with the Price Money Coordinator.

26. Ensure prize money is ordered and received in concert with the Prize Money Coordinator

27. Ensure Off-Site and On-Site Security personnel are aware of their responsibilities.

28. Ensure all supplies are prepared and available for race days including but not limited to timer watches, megaphones and extra batteries, computer with internet connection at race office, race sheets, official’s vests, dog handler’s arm bands, volunteer toques, job descriptions, printer, paper, extra bibs, registration cash box and float, registration computers with network printer and internet connection, and hand warmers.

Event Functions:

Friday night

Attend registration wearing your vest and nametag.

Saturday and Sunday
1. Arrive at the race site at least one (1) hour prior to the start of the first race each race day.

2. Be available throughout each day of racing to address problems and questions.

Saturday night

Attend dinner

Sunday Closing


Be present at the closing ceremonies.

Return any Committee materials to the Race Office.

Post-Event Functions:

· Write down any suggestions that you have for the next Bootleg 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.

Organizational Timeline and Check List


April






set race dates for the next year





create a budget and present the budget to Bootleg for approval





Sled Dog Central notified with pertinent information





start updating of website





establish a list of signs (race site and otherwise) required for the next year





establish a list of materials required for the next year





Layout and Mapping

May/June





establish sponsorship packages





confirm Insurance coverage is in place
                  

Posters for Promo and Sponsors done

July/August
          Sept/Oct

          Nov/Dec





Sponsorship fundraising launched (Sponsorship Coordinator)




send invitations to mushers


January




book Bootleg Sled Dog Race Meal & Mixer MC and Grace giver




start news release coverage (Media Coordinator)





start advertising on radio and in news papers (Media Coordinator)





groom trail as required (Dev. & Maint. Crew)




VIPs for Rosebud Run Meal & Mixer invites sent 




Contact TV stations regarding file footage opportunity




finalize Registration night personnel and supplies (Reg. Group)





store sponsor signs as received (Sponsor Sign Coordinator)





set dates for trial runs





contact and confirm volunteer force (Volunteer Coordinator)

        February





request the bank obtain and set up prize money and float funds (Prize Money Coordinator)





Create/Print Truck Number Signs


During the last Week leading up to the Races





Create and print Meal & Mixer Program 




set race site Sponsor signs (Sponsor Sign Coordinator)




             set race office and associated equipment (Statistician)





set garbage barrels at race site staging area (Dev. & Maint. Crew)





set start and finish gate banners (Dev. & Maint. Crew)





organize set up of staging area (tent, port-a-potties, race office, parking)

                              set Up Start/Finish Areas

                              Mark Courses and Do any Fencing/Roping and Signage Needed
Postponement Notification Checklist




Committee Members




Registered Mushers




Interested Mushers




Volunteers




Sponsors




Dignitaries




Website and other sled dog websites

