Bootleg Sled Dog Race

Job Description

Job Title:
REGISTRATION NIGHT VOLUNTEERS
Job Cluster:
Registration 

Reports To:
Registration Night Manager

Purpose:
To assist the Registration Night Manager with preparing for registration night and performing the tasks associated with registration night. 
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.

Registration Committee

1. Prepare musher packages including Entry Form, Fact Sheet (from web registration), Race Welcome Letter, Race Info Sheet, Sportsmanship Ballot, Meal Ticket, Draw Entry, Trail Info Sheet and Mushers’ Brochure (Sponsor List) prior to registration.  Prepare 5 blank mushers’ packages for late entries.
2. Fact sheet and entry form must be integrated with the on-line registration form and biographies.  This means each biography and entry needs to be:

a) inserted into the package for the individual driver with his/her name on the front of the package jacket prior to registration, or

b) handed to the driver separately from the registration package when the  registration package is handed to the driver.

3. Request and obtain an appropriate float for registration prior to registration. ($260)
4. Statistician should have all copies of dollars from floats so there is accurate record of floats.  Statistician needs to be highly organized as registration can be chaotic with 40-50 mushers ascending at one time.  Statistician must be part of the Registration Committee
Draw Table Co-ordinator

1. Request and obtain all items donated and/or supplied for the draw table.

2. Prepare a “Thank You” card for each item on the draw table with identification of the donor, a description of the item and a place for the winning musher to sign the card.

Meal & Mixer Manager

1. Provide sufficient Meal & Mixer Tickets to the Registration Committee prior to registration.  This will consist of one ticket for every pre-registered musher. Additional tickets on sale through Bootleg Gap. 

2. Request and obtain required float from the Race Manager.

3. Request, prior to registration, the Registration Night Manager provide and set up required tables and chairs.

4. Become familiar with the on-line Registration Management Program.

Event Functions:

Friday night

Registration Committee (Requires 3 people; one data entry, two paper processing.)
1. Attend registration wearing your nametag.  Obtain a parking pass for the race site.

2. Prepare the registration table in the registration venue complete with all assigned registration packages, extra unassigned registration packages, bibs, float, cash box and computer with an internet connection and printer networked prior to registration.

3. Supplies needed for Friday night registration: 2 laptops (networked to printer and internet), stapler, scratch paper, pens/pencils, nametags should be worn by everyone.

4. Registration volunteers must arrive at the venue at least 30 minutes before the posted registration time.

Registration Night Coordinator

1. Set up the draw table including a draw bucket & paper for them to write their name on.  Ensure the donor or supplier of each item on the draw table is clearly identified.

2. Set up refreshment table.

Meal & Mixer Manager (Requires 1 or 2 people, may be handled by the Registration Committee.)
1. Attend registration wearing your nametag.  Obtain a parking pass for the race site.

2. Meal & Mixer Manager must arrive at the venue at least 30 minutes before the posted registration time.

Awards-Coordinator

1. Set up trophy display for viewing at the meeting.

Register Mushers 
 (Requires 3 people; one data entry, two paper processing.)

1. Upon arrival, each musher will be given his/her registration package or an unassigned registration package for completion by the registration greeter with instruction to fill out the forms and bring them back.
2. Bibs are assigned at random at the registration desk upon receipt of registration payment.  Bibs should be sorted in numerical order prior to registration so the registration clerk just has to grab the bib on top.

3. Upon receipt of all registrations, the registration volunteer will draw for race order (while mushers meeting is being conducted) and provide Saturday’s race order to the mushers as quickly as possible.

4. Print off detailed registration from website to check against release forms and purebred declarations (while mushers’ meeting is being conducted) to ensure every musher has a signed release and if running purebreds that their declaration is signed.
5. Prepare biographies (print off the computer) of all mushers and deliver to the Race Announcer.

6. Give all print registration material to the Statistician.

7. Give all registration funds, with appropriate accounting, to the Statistician.

8. Clean up the registration table and supplies.


Draw Table Prizes   (Requires 1 or 2 people)
1. The musher must be present at the meeting to be eligible for the draw. 

2. Assist the Musher Meeting Chair with administration of the draw table during the meeting.

3. Record which musher selected each item on the draw table.

4. Upon completion of the meeting, provide the item records to the Race Manager so he/she can get the information to the press and the sponsors.

5. Clean up the draw table area.

6. Obtain envelopes and stamps from the Race Manager and execute the mailing of the “Thank You” cards to the appropriate donors.

Mushers Meeting Chair 

1. The Chair sets up an agenda to include but not limited to the following:

a) Welcome by the Mayor, Chamber President, Bootleg Sled Dog Race Chairman, Bootleg Manager.

b) Introduction of Race Officials:

Race Marshal, Official Starter, Head Timer, Trail Boss, Chute Boss, Race Manager, Awards Coordinator, Announcer,  Meal and Mixer Manager, Veterinarian, Site Security, Handler Boss

c) Official Time Set

d) Review contents of Musher’s info package

e) schedule, public, juniors, 

f) Sponsor recognition

g) Trail Development and Maintenance Crew – will describe the trail 

h) Question & Answer Period

i) Musher Door Prize Draws

2. Hand out start times and race order for Saturday.

Saturday and Sunday

Statistician - Be at the race site to take any late registrations at least 30 minutes prior to the start of the first race of the day.
Saturday night

Attend the dinner.

Sunday Closing

Return any Committee 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.

