Job Descriptions

Ride Leader (Should have first aid and cpr training)

· Coordinate ride logistics prior to and on the day of (usually a sat or sun)

· Transportation of bikes

· Fill up water bottles

· Coordinate safety talk

· Coordinate bike sizing

· Collect waivers from volunteers

· Collect waivers from participants

· Coordinate end of ride assessment

· Lesson of the day (Environment, etc…)

· Evaluations 

· Food 

Volunteer Coordinator

· Manage database of volunteers (obtained from all sources)

· Follow-up on requests for information about the program

· Send volunteer form for them to fill out-eventually via web-site
· Volunteer packet

· Background Check: Child abuse clearance/criminal record check-web-site
· Ride leader program (First aid, CPR and general training)

· Activities for youth on ride (learning activities)

· Thank you and recognition

Promotions Coordinator (Can be a team of people, 3-4 individuals)

· Newspapers, magazines and radio-search out opportunities

· Brochures and flyers- distribution and mailings

· Resource opportunities to represent Trips for Kids 

· Special Events

Sponsorship Coordinator (Can be a team of people, 3-4 individuals)

· Find funding opportunities (Grants, corporate sponsorships and individual donors)

· Write grants and letters to corporations asking for money

· Keep a database of possible sponsors and confirmed sponsors

· Send out thank you letters within one month of receiving any donations

· Complete reports that will go to grantors summarizing the use of money they invested

Maintenance Coordinator

· Coordinate periodic upkeep of equipment

· Clean bikes

· Timeline for the year for buying and upkeep of equipment

· Make suggestions on what equipment we need-do inventory

· Work with volunteers and bike shops to do the above

Web-Master
· Monitor and change volunteer online web-site (separate person)

· Pictures posted and downloaded

