Bootleg Sled Dog Race
Job Description

Job Title:
Sponsorship Co-ordinator
Job Cluster:
Media Co-ordinator, Souvenir Manager, Meal & Mixer Manager, Volunteer Co-ordinator, Phoning Committee

Reports To:
Race Manager

Purpose:
Secure sufficient sponsorship funding to facilitate hosting of the races.

Pre-Event Functions:

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

Read the Bootleg Sled Dog  Guidelines.

Find someone to shadow you and learn your job.

1. Contact potential sponsors. 

2. Maintain continued contact with committed sponsors to ensure their satisfaction and keep them informed of schedule and race changes.

3. Invite trophy sponsors to be in attendance at the awards ceremony to present their sponsored trophy.

4. Track sponsorships as they are received, issue receipts as appropriate and enter received sponsorships on the committee intranet on the Bootleg Sled Dog website.

5. Submit received sponsorships to the ( To Be Determined)  for deposit in the Chamber bank account.  Monitor deposits for accuracy by requesting periodic committee reports.
6. Distribute sponsor posters and sponsorship perk packages as required.

Event Functions:

Friday night

Attend registration wearing your nametag.  Obtain a parking pass for the race site.

Saturday and Sunday

Saturday night

Attend the Meal & Mixer and deliver the sponsorship recognition speech.

Sunday Closing

Return any Committee materials to the Race Office.

Post-Event Functions:

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

