Bootleg Sled Dog Race

Job Description

Job Title:
REGISTRATION NIGHT CO-ORDINATOR

See attached notes
Job Cluster:
Registration, Meal and Mixer, Souvenir Sales 

Reports To:
Race Manager
Purpose:
To organize a smoothly flowing registration night and mediate any and all issues that arise.
Pre-Event Functions:

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

Read the Bootleg Sled Dog Race Guidelines.

Find someone to shadow you and learn your job.
1. Invite the Mayor to bring greetings from the Town.

2. Arrange for a Master of Ceremonies for registration night.  A program for the meeting will need to be drawn up and provided to each of the people speaking one week prior to registration night.

3. Two Weeks prior



- finalize personnel and requirements



- order cash floats



- finalize program for the meeting

Friday night

Attend registration wearing your nametag.  

1. Set up registration tables and computers at Bootleg Gap meeting room and make     arrangements with the committee re arrival time, cash box, other requirements they have. 
2. Dinner tickets will be sold at the registration tables and souvenir tables.  Accounting must be tracked.  The dinner coordinator will be responsible for ensuring sufficient tickets are available and will track sales on registration night. 

3. Put prize draw items on display

4. Mushers’ Meeting: The Mayor of Kimberley will bring greetings from the Town.  The Bootleg Sled Dog Race will welcome the mushers.  The Trail Development and Maintenance Crew will describe the trail.  The Race Marshal will outline the rules.

5. The prize draw works like a door prize.  Businesses donate items to be drawn for by the mushers following the meeting.  Each of the items on the prize draw table needs to be recorded with the donating business.  Each item should have a label affixed to it identifying the donor and the donor’s contact information.  Tables for the prize draws need to be set up and the prizes need to be transported to the train station and displayed prior to the meeting.  Have pre-prepared thank you cards affixed to each prize so the winning musher may just send the thank you card to the sponsor.  As the prizes are drawn, the winner of each prize should be recorded for subsequent recognition.

6. At the close of the prize draws, the registration committee should have the race schedule for the first day of racing.  This needs to be made available to the mushers before the close of the meeting.  Timing is everything on this as the registration committee has to photocopy sufficient copies.

7. Other committees and managers mentioned above have their own job descriptions.  It would be advisable for the Registration Manager to become familiar with those job descriptions.

8. Each of the committees or managers will need a cash float.  Cash floats need to be arranged at least 2 weeks prior to registration night so the cash can be ordered from the bank.  The floats need to be kept separate for each of the committees/managers and tracked for proper return.  Contact with the committees will have to be done to determine the cash float they will require and most especially the amount and denominations.  A cash box should be provided with each float.

9. At the end of the evening, all registration and sales monies need to be collected, counted and recorded.  The counting and recording needs to be done by at least three non-related individuals.  Deposit slips and money bags need to be prepared to finalize the registration night accounting.  In all likelihood, each committee/manager will provide the money to the registration manager, counted and recorded.

10. At the end of the evening, a security person will have been arranged to provide security at Bootleg Gap for the weekend.  This person will need keys and access to office. 

11.  Arrange use of POS machine for credit cards.  A runner will be needed to run the POS machine back and forth to these tables should the need arise.

Event Functions:

Saturday and Sunday

Saturday night

Attend the dinner.

Sunday Closing

Return any borrowed materials to the Race Office.

Post-Event Functions:

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

