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Executive Board Positions
President
· Coordinate the work of the officers and committees to stay in focus with the Purpose of this organization.

· Preside at all meetings of the membership and board and ensure that the Bylaws of the CRHS Robotics Booster Club are executed accordingly.

· Confirm that a quorum is present at each meeting of the CRHS Robotics Booster Club meeting.

· Be authorized to countersign on checks and bank accounts.

· Appoint Audit Committee.

· Ensure 501 (c)(3) requirements are fulfilled to maintain the integrity of the 501 (c)(3) status.

President Elect
· Assume the duties of the President at any time that the President is unable to fulfill the duties ascribed to the President’s office according to the Bylaws. 

· Act as an aide to the President.

· Act as head of the Audit Committee.

· Be authorized to countersign on checks and bank accounts
· Serve as President the following year

Secretary
· Record the minutes of all meetings of the CRHS Robotics Booster Club 
· Keep a current copy of the Bylaws.

· Perform necessary club correspondence.

Treasurer
· Have custody of all funds of the CRHS Robotics Booster Club.

· Keep books of account and records, including bank statements, receipts, budgets, invoices, paid receipts, and cancelled checks, for five years.

· Make disbursements as authorized by the President, Executive Board, or CRHS Robotics Booster Club in accordance with the budget.

· Sign on all checks and bank accounts.

· Present a financial statement at general membership meetings, Executive Board meetings and at other times when requested by the Executive Board. .

· Construct a full report of the year's activities at the end of the fiscal year. Be responsible for the maintenance of such books of account and records. Submit books to the Audit Committee as requested.

· Prepare an annual budget, to be reviewed presented at the first general membership meeting of the year by the new Treasurer.

· File Sales Tax return for the calendar year, to be paid by January 20th of the following year. File 990 Federal Income Tax Form within 5 months of the close of the fiscal year as required to maintain 501 (C)(3) status.
FIRST Liaison
· Primary contact for all FIRST related correspondence and inquires. Registers the CRHS team in FIRST competitions upon approval from the team and faculty advisor

· Becomes knowledgeable on FIRST and ensures FIRST’s vision, process and information is communicated to and understood by the CRHS robotics team and club

· Provides training to Booster Club Membership in FIRST processes to enable a succession of FIRST Liaisons
Lead Build Mentor
· Leads and coordinates the assistant build Mentors. Coordinates the coaching of the Robotics Team in technical, mechanical and project management aspects of robot design and construction.  
· Ensures Mentor support of the Students is consistent with the vision of FIRST.  Ensures a collaborative effort between Mentors and Students.  
· Active and visible at a significant portion of the Build Season activities as well as the Regional Competitions.
Competition Coordinator
· Researches travel arrangements for competitions including airline, hotel, and rental car options 
· Presents recommendation on travel arrangements with costs to the Executive Board of the Booster Club for approval. Upon approval, finalizes all reservations and communicates travel plans
· During competitions, ensures all travel plans are executed effectively (responsible for delegating to another booster club member if not traveling)

· During competitions, coordinates carpool logistics (responsible for delegating to another booster club member if not traveling). Coordinates group meals (responsible for delegating to another booster club member if not traveling)

· Works with Treasurer to determine individual costs for travel

Committee Positions
Assistant Build Mentors

· Mentor students on various aspects of the build (programming, electrical, pneumatics, drive train, manipulation, game field, safety)

· Mentor students on use of tools and safety

· Works closely and supports the lead mentor 

· Available for high participation during January and February build season book 
Fund Raising Mentor

· Working with the student PR team, prepares an annual fundraising plan
· Ensure recognition and acknowledgment made to Sponsors
· Communicates and provide updates to the Booster Club on fundraising events

· Supports, coordinates, and facilitates fundraising activities of the student team
· Documents and collects funds (and expenses) from the fundraisers and presents to the treasurer

Publicity/Public Relations Mentor
· Working with the student PR team, prepares an annual public relations plan
· Orders publicity items upon approval by the Board
· Works with Student PR Team to develop the PR plan for Regional Competitions

· Coordinates communication with local media as necessary to promote the team

Community Outreach Mentor

· Mentor fund raising captain on preparing a community outreach plan

· Mentor and support students in community outreach activities

· Maintain contact with new FIRST teams team 624 supports
Banquet Coordinator
· Plans and organizes season end Banquet and Awards Ceremony

· Obtains agreement with President and Treasurer on budget and expenses

· Responsible for all arrangements with venue, including meal selection, A/V needs, seating arrangements, etc

· Coordinates room and table decorations and event agenda

· Responsible for all event communication and RSVPs 

· Coordinates ordering of Senior plaques

Web Site Mentor
· Work with student webmaster(s) to keep information current 
· Work with student webmaster(s) to continue to build content
· Review website to ensure it meets FIRST Website Excellence criteria and provide students feedback
FIRST Awards Mentor
· Mentor students to progress towards achieving team goals and FIRST awards
· Register team for FIRST awards submissions
· Mentor students on submission of Chairman’s award and Woodie Flowers award
· Mentor students on presentation of Chairman’s award

· Mentor students on maintaining team information book 

· Mentor students for being prepared for Judge discussions on the many various awards 
Media / Photography Mentor

· Mentor and assists students on photographing robotics events

· Mentor students on preparing photo and video presentations

· Mentor students on videotaping matches during competitions

· Mentor students on preparing Banquet presentation

Animation Mentor

· Mentor students on FIRST animation submission plan
· Mentor students on FIRST animation submissions

