Special Olympics Virginia 
Volunteer 

Job Descriptions
[image: image1.jpg]AN

M
Special Olympics
Virginia



JOB DESCRIPTION





POSTION
AREA COORDINATOR

DESCRIPTION
The Area Coordinator, in partnership with the Area Chair, is one of the key leaders of the Area program and is responsible for all facets of the program that directly impact the athlete.

RESPONSIBILITIES

1. Serves as the co-leader of the Area in partnership with the Area Chair.

2. Work with the Area Chair to insure that all aspects of the Special Olympics Virginia program are implemented in accordance with SOVA policies, operating procedures and accepted standards of quality.

3. Serve as the primary liaison between Special Olympics Virginia staff and Area volunteers.

· Establish an Area information distribution system to include disseminating information received from SOVA staff.

· Ensure that all required paperwork is submitted to SOVA staff in a timely manner (RTPs, competition reports, accreditation, statewide competition registration packets, etc.).

· Convey Area concerns, issues, suggestions, etc. to the appropriate SOVA staff person.

· Attend SOVA sponsored meetings – Section Meetings, Annual Conference, etc.                          

4. Work with Area Council positions to insure that goals are met and that the Area offers a viable training and competition program for all interested participants.

· Establish a positive working relationship with the Athlete Recruitment Coordinator, Volunteer Coordinator, Athlete Training Coordinator, Competition Chair, Family Chair, Medical Chair, Local Coordinators and other positions related to the program.

· Attend Area Council meetings on a monthly basis.

· Identify, recruit and train Local Coordinators as needed and assist them with their activities as appropriate.

· Coordinate activities between the various local jurisdictions within the Area.

5. Develop an Area volunteer recognition program that includes submitting nomination forms for SOVA’s annual awards.


MEASURES OF SUCCESS IN FULLFILLING THE

AREA COORDINATOR POSITION

1. The Area provides a year-round training program for all interested athletes.

2. The Area operates according to SOVA policies and guidelines. 

3. The Area submits required paperwork on time.

4. The Area has a functioning Council that meets monthly and each Council member strives to achieve their goals.

5. Local programs are established if necessary and monitored as appropriate.

6. Information is disseminated in a timely manner to all appropriate persons.

7. An Area representative attends all required meetings.

8. Area volunteers are recognized for their contributions.
 


JOB DESCRIPTION

POSTION
SPORTS TRAINING COORDINATOR

DESCRIPTION
The Sports Training Coordinator is responsible for coordinating the athlete training programs in the Area.
RESPONSIBILITIES
1. 
Develop an annual training calendar.

2.
Ensure that all Area training programs adhere to SOVA policies and guidelines.

3.
Recruit and train sport coordinators and coaches to conduct the training programs.
4.
Properly register all volunteers.
5.
Provide sufficient training and support for the sports coordinators and coaches.
6.
Insure that all athletes are registered properly according to SOVA policies.

7.
Secure adequate facilities and equipment for the training programs.

8.
Assist the sport coordinators in developing sport specific seasonal plans.

9.
Work with the Public Relations Coordinator to alert the media of upcoming training 
programs.

10.
Work with the Volunteer Coordinator to recruit sport coordinators and coaches.

11.
Work with the Games Coordinator to insure that all coaches know about upcoming 
competition opportunities.

12.
Work with the Outreach Coordinator to insure that all new athletes have the opportunity to join training programs that interest them.

13.
Attend monthly Area Council Meetings and report on training activities.

MEASURES OF SUCCESS IN FULLFILLING THE

SPORTS TRAINING COORDINATOR POSITION

9. The Area offers training in at least one sport per season.
10. All training programs adhere to SOVA policies and guidelines and are conducted


in accordance with the Official Special Olympics Sports Rules. 
11. The Area has sufficient volunteers to serve as sport coordinators and to coach the athletes.
12. A season plan exists for each sport offered by the Area.
13. All interested athletes have the opportunity to participate in every training program.
14. Training programs are advertised through the local media.
JOB DESCRIPTION





POSTION
COMPETITION COORIDNATOR
DESCRIPTION
The Competition Coordinator is responsible for coordinating the Area competitions.

RESPONSIBILITIES

1.
Develop an annual competition calendar.

2.
Ensure that all Area competitions adhere to SOVA policies and guidelines and are 
conducted according to the Official Special Olympics Sports Rules.

3.
Recruit and train volunteers to conduct the competitions.
4.
Form a management team for each event.
5.
Provide sufficient training and support for the management teams.
6.
Insure that each event has adequate medical coverage on site.
7.
Insure that all athletes and volunteers are registered properly according to SOVA 
policies.
8.
Insure that each event has qualified referees or officials.

9.
Develop a communication system to alert coaches to upcoming competitions and to 
register athletes/teams.

10.
Secure adequate facilities and equipment for the competitions.

11.
Work with the Public Relations Coordinator to alert the media of upcoming competitions.

12.
Work with the Volunteer Coordinator to recruit and assign volunteers to Management 
Teams, committees or as day volunteers.
13.
Provide results from Area competitions to be used to register athletes for statewide 
competitions.

14.
Attend monthly Area Council Meetings and report on competition activities.

MEASURES OF SUCCESS IN FULLFILLING THE

COMPETITION COORDINATOR POSITION

1.
The Area offers at least one competition in every sport that athletes train.

2.
The competitions adhere to SOVA policies and guidelines and are conducted in 
accordance with the Official Special Olympics Sports Rules. 

3.
The Area has sufficient volunteers to plan and conduct the competitions.

4.
All interested athletes have the opportunity to participate in every competition.

5.
All competitions receive media coverage.

6.
The Area meets accreditation standards for the number of competitive experiences 
required in each sport.

JOB DESCRIPTION





POSTION
ATHLETE RECRUITMENT COORDINATOR

DESCRIPTION
The Athlete Recruitment Coordinator is responsible for recruiting athletes so that all interested persons with mental disabilities have the opportunity to participate in Special Olympics Virginia.

RESPONSIBILITIES

1.
Serve as the head recruiter for the Area.

2.
Form a committee of 4 – 12 people to help with recruitment and retention projects.

3.
Educate council members and other key volunteers about the registration process.

4.
Develop an annual recruitment plan to increase the number of active athletes.

5.
Assess the Area’s current athlete population.
6.
Identify potential sources of athletes in the community (schools, group homes, sheltered 
workshops, therapeutic recreation programs, etc.).
7.
Develop a detailed plan to recruit a segment of the un-served population.
8.
Implement the plan and measure results.

9.
Request that SOVA mail Athlete Enrollment Packets to potential participants as needed

10.
Work with the Medical Coordinator, Local Coordinators, Public Relations Coordinator 
and coaches to insure that all registered athletes know about local training opportunities.

11.
Call inactive athletes to learn why they are not participating and to try to get them 
involved in the program.

12.
Follow-up with new athletes to insure that they are participating.

13.
Attend Area Council meetings and report on Athlete Recruitment Activities.
MEASURES OF SUCCESS IN FULLFILLING THE

ATHLETE RECRUITMENT COORDINATOR POSITION
1.
The Area establishes an annual athlete recruitment goal and succeeds in reaching 
the goal.

2.
The Area has maximum participation from its registered athletes.

3.
The Area has a process to insure that new athletes get involved in the program 
and that current athletes stay involved in the program.

JOB DESCRIPTION





POSTION
VOLUNTEER COORDINATOR

DESCRIPTION
The Volunteer Coordinator is responsible for recruiting, registering and placing volunteers as needed in the Area.

RESPONSIBILITIES

1.
Work with the Public Relations Coordinator to make the community aware of the Area’s 
volunteer needs.

2.
Establish a system that includes disseminating information to potential volunteers, 
following-up with potential volunteers to determine their interests, registering volunteers 
using SOVA’s Volunteer Information Form and placing volunteers.

3.
Maintain a file of current VIF forms and a list of interested volunteers.

4.
Respond to requests from potential volunteers for information in a timely manner.

5.
Respond to requests from Council Members and coaches for volunteer assistance in a 
timely manner.

6.
Ensure that all Council Members, sport coordinators and coaches understand SOVA’s 
volunteer registration procedures and properly register all volunteers.
7.
Refer potential volunteers who check “yes” on the VIF form to SOVA staff for an 
interview to determine their eligibility.

8.
Establish an Area volunteer recognition system that includes nominating Area volunteers 
for SOVA’s annual awards.

9.
Attend Area Council meetings and report on volunteer activities.

MEASURES OF SUCCESS IN FULLFILLING THE

VOLUNTEER COORDINATOR POSITION

1.
The Area has sufficient volunteers to operate its programs.

2.
All volunteers are registered using SOVA’s Volunteer Information Form.

3.
All potential volunteers are contacted in a timely manner and placed as 
appropriate.

4.
A volunteer recognition program exists and Area volunteers are nominated for 
SOVA’s annual awards.
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POSTION
MEDICAL COORDINATOR
DESCRIPTION
The Medical Coordinator is responsible for properly registering all Special Olympics athletes in the Area and for ensuring that all Special Olympics activities have proper medical provisions and personnel.

RESPONSIBILITIES

1. Maintain a file of Application for Participation and Official Special Olympics Release forms for all athletes in the Area. Ensure that each form is complete and legible.
2. Notify athletes when their form(s) are about to expire.
3. Provide copies of athlete forms to coaches and others as needed.
4. Submit copies of new forms to the SOVA Harrisonburg office.
5. Request that Athlete Enrollment Packets be mailed from the SOVA office as appropriate.
6. Periodically publish a list of valid forms for dissemination to coaches, Local Coordinators and the Area Coordinator.
7. Assist the Games Coordinator, Sports Training Coordinator, Sport Coordinators and coaches in providing first aid kits at all training sites and medical coverage at all competitions as appropriate.
8. Ensure that the Games Coordinator, Sports Training Coordinator, Sport Coordinators, coaches and medical personnel are familiar with SOVA’s First Report of Accident/Incident form and insurance claim procedures.
9. Arrange for free physical exams for athletes as necessary.
10. Attend monthly Area Council meetings and report on medical activities.

MEASURES OF SUCCESS IN FULLFILLING THE
MEDICAL COORDINATOR POSITION

1.
All athletes in the Area have valid forms on file that can be easily accessed as 
needed.
2.
A system is in place to notify athletes when their forms are about to expire. 
3.
All coaches and Trip Coordinators have copies of the athletes’ forms at all 
Special Olympics activities.
4. 
Medical equipment and/or personnel are available at all training and competition 
sites.
5. 
All interested athletes are able to enroll in Special Olympics and get involved in 
the program.

JOB DESCRIPTION





POSTION
FAMILY COORDINATOR
DESCRIPTION
The Family Coordinator is responsible for involving family members in the Area program and for providing activities and services for family members.

RESPONSIBILITIES

1.
Develop an annual calendar of family activities.

2.
Communicate with family members on a regular basis via a family newsletter, the Area 
newsletter or a telephone tree.

3.
Conduct family activities throughout the year.

4.
Recognize family members at Area competitions and possibly host a family hospitality 
center at some competitions.
5.
Encourage family members to get involved in the Area program by volunteering, 
contributing financially or attending competitions as spectators.

6.
Work with the Outreach Coordinator to contact family members of new athletes.

7.
Work with disability support groups to make families aware of Special Olympics and 
how they can get their children involved in the Area program.

8.
Attend Area Council meetings and report on family activities.

MEASURES OF SUCCESS IN FULLFILLING THE



FAMILY COORDINATOR POSITION

1.
Family members are informed about and involved in the Area program.

2.
Family members of new athletes are contacted in a timely manner.

3.
Information about Special Olympics is made available to participants in disability 
support groups.

JOB DESCRIPTION





POSTION
FUNDRAISING COORDINATOR
DESCRIPTION
The Fundraising Coordinator is responsible for raising sufficient funds to operate the Area program and ensuring that all fundraising activities adhere to the State Corporation Commission laws and Special Olympics Virginia policies and guidelines.

RESPONSIBILITIES

1.
Form a committee of 4 – 10 people to help with fundraising projects.

2.
Develop a fundraising plan that will raise sufficient funds to meet the Area’s annual 
budget.

3.
Submit SOVA Event forms as appropriate.

4.
Implement fundraising projects and evaluate their results.

5.
Send thank you letters to all donors.

6.
Participate in SOVA sponsored fundraising projects.

7.
Ensure that all contributions are deposited in the Area bank account.

8.
Attend Area Council meetings and report on fundraising activities.


MEASURES OF SUCCESS IN FULLFILLING THE

VOLUNTEER COORDINATOR POSITION

1.
The Area has sufficient funds to operate its programs.

2.
SOVA Fundraising Event forms are submitted for all activities.

3.
All funds are deposited in the Area bank account.

4.
All fundraising activities adhere to State Corporation Commission laws and 
SOVA policies and guidelines.
5.
The Area participates in SOVA sponsored fundraising activities.

JOB DESCRIPTION





POSTION
PUBLIC RELATIONS COORDINATOR
DESCRIPTION
The Public Relations Coordinator is responsible for disseminating information to the athletes, volunteers, media and general public.

RESPONSIBILITIES

1.

Maintain a media list for the Area.
2.

Work closely with the Area Council to coordinate publicity opportunities for the 


Area.
3

Review all printed materials produced by the Area to check for accuracy, correct 


terminology and proper usage of logos.
4.

Distribute press releases to local media outlets announcing athlete training 



opportunities, upcoming competitions, volunteer needs and special events.
5.

Develop special interest story ideas for media contacts in the Area and for 



SOVA’s Public Relations Director.
6. Create a quarterly newsletter for athletes and volunteers in the Area.
7. Work with SOVA’s Public Relations Director to enhance media coverage in the Area.


MEASURES OF SUCCESS IN FULLFILLING THE

PUBLIC RELATIONS COORDINATOR POSITION
1.
Area media list is kept current.
2.
The Area has maximum media exposure.
3.
All athletes and volunteers are kept informed of training and special event 
opportunities via a quarterly newsletter.
4.
The Area takes advantage of publicity opportunities offered by SOVA’s Director 
of Public Relations.
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POSTION
LOCAL COORDINATOR

DESCRIPTION
The Local Coordinator is responsible for all facets of the program in a specific geographical region.

RESPONSIBILITIES

1.
Serve as the leader of the Local Special Olympics Virginia Program.
2.
Ensure that all aspects of the Special Olympics Virginia program are implemented in accordance with SOVA policies, operating procedures and accepted standards of quality.

3.
Serve as the primary liaison between the Area, Special Olympics Virginia staff and local 
volunteers.
4.
Establish a Local information distribution system to include disseminating


information received from the Area and SOVA staff.

5.
Ensure that all required paperwork is submitted to the Area and SOVA staff in a


timely manner (RTPs, competition reports, statewide competition registration packets, 
treasurer reports, etc.).
6.
Convey Local concerns, issues, suggestions, etc. to the Area and to the appropriate 
SOVA staff person.
7.
Attend Area Council and SOVA sponsored meetings – Section Meetings, Annual 
Conference, etc.                          

8.
Work with Local Council positions to insure that goals are met and that the Local offers a 
viable training and competition program for all interested participants.
9.
Establish a positive working relationship with the Athlete Recruitment Coordinator, Volunteer Coordinator, Athlete Training Coordinator, Competition Coordinator, Family Coordinator, Medical Coordinator, Treasurer, Fundraising Coordinator and others.
10.
Attend Local Council meetings and Area Council meetings on a monthly basis.

11.
Develop a Local volunteer recognition program including submitting nomination forms 
for SOVA’s annual awards.

MEASURES OF SUCCESS IN FULLFILLING THE

LOCAL COORDINATOR POSITION

1.
The Local provides a year-round training program for all interested athletes.

2.
The Local operates according to SOVA policies and guidelines. 

3.
The Local submits required paperwork on time.

4.
The Local has a functioning Council that meets monthly and each Council 
Member strives to achieve their goals.

5.
Information is disseminated in a timely manner to all appropriate persons.

6.
A Local representative attends all required meetings.

7.
Local volunteers are recognized for their contributions.
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POSTION
COACH
DESCRIPTION
A coach is responsible for coordinating and conducting a Special Olympics training program for the athletes.

RESPONSIBILITIES

1.
Work with the Volunteer Chair to recruit, register and train assistant coaches.

2.
Ensure that the training program adheres to SOVA policies and guidelines and is 
conducted in accordance with the Official Special Olympics Sports Rules.

3.
Secure a training facility and adequate equipment, including a first aid kit.

4.
Work with the Outreach Coordinator, Medical Coordinator and Public Relations Coordinator to advertise the training program to all potential athletes.

5.
Ensure that all athletes are properly registered according to SOVA’s policies. Have 
copies of athlete forms on site.

6.
Develop a season plan that includes an adequate number of competitions and emergency 
procedures.

7.
Develop written practice plans that include providing a safe training environment.

8.
Demonstrate sportsmanship, fairness and politeness at all training sessions and 
competitions.

9.
Submit required paperwork in a timely manner (RTPs, competition follow-up reports, 
etc.).

MEASURES OF SUCCESS IN FULLFILLING THE

COACH POSITION

1.
The training program has an adequate number of coaches to supervise and train 
the athletes.

2.
All athletes interested in the sport have the opportunity to participate in the 
training program.

3.
The athletes have the opportunity to participate in competitive experiences in 
accordance with the accreditation standards.

4.
A written season plan exists and a written practice plan is followed at each 
practice session.

5.
The training programs adhere to SOVA policies and guidelines and are conducted 
in accordance with the Official Special Olympics Sports Rules. 

6.
First aid and emergency procedures are in place and understood by all coaches.

7.
All athletes and volunteers are registered according to SOVA’s policies.
8.
Copies of the athletes’ forms are available at all practice sessions.
