
SOUTHEASTERN COMMUNITY YOUTH ASSOCIATION, INC.
2026-2027 Board Positions and Descriptions

This document identifies the Board positions that will exist for the 2026-2027 Board year and describes the expected duties and responsibilities for each position.


1. Board Structure for 2026-2027
These position descriptions support the Amended and Restated Bylaws. They do not override the bylaws, Board-approved policies, rules, league requirements, or specific Board action.
· All Board members are Trustees.
· Officers are President, Vice President, Secretary, Treasurer, Baseball Program Director, and Softball Program Director.
· The Secretary and Treasurer positions may be held by the same person if the Treasurer position would otherwise remain vacant and the Board approves the combined service. A person holding both offices remains one Trustee with one Board vote but is responsible for the duties of both positions.
· The eight At-Large Trustee positions for 2026-2027 are Registration/Technology Director, Sponsorships/Fundraising Director, Public Relations/Special Events Director, Concessions Director, Equipment/Purchasing Director, Volunteers Director, Fields/Facilities Director, and Scheduling Director.
· Officers serve two-year terms. At-Large Trustees serve one-year terms. Terms begin following election.
· The Board may combine, split, assign, or reassign operational duties consistent with the bylaws and Board-approved procedures.


2. Election and Term Structure
The officer positions and the eight At-Large Trustee positions identified in this document are the positions to be filled through the election process, subject to the terms and election procedures established by the bylaws.
· Trustee elections should clearly identify the specific office being filled.
· A position may remain vacant when no suitable candidate is available, and vacancies may be filled in accordance with the bylaws.


3. Officer Position Descriptions
President
Type: Officer | Term: 2 years
General responsibility: Board leadership, meeting administration, external representation, and overall coordination.
Core responsibilities
• Preside at Board and SCYA meetings.
• Serve as primary representative for significant community, facility, and sponsor matters unless delegated.
• Coordinate with the Vice President on action items, annual calendar, and follow-through.
• Present significant contracts, commitments, or facility arrangements to the Board for approval.
• Support officer and Trustee transitions.
• Create temporary advisory committees or working groups when appropriate, inform the Board of their purpose and membership, and ensure that such groups remain advisory and do not exercise authority reserved to the full Board.
Annual checkpoints
• September: prepare for and conduct the annual meeting and elections. Following the election, coordinate the transition to the new Board terms beginning in October after elections.
• Fall: support planning for registration, rules review, and field partner coordination.
• Winter/Spring: support registration, coach approvals, insurance/field readiness, and sponsor/partner issues.
• In-season: monitor significant operational issues and escalate to Board as needed.
• End-of-season: lead debrief and improvement planning.
Transition items
• Community contact list.
• Major agreements and pending commitments.
• Open Board action items.
• Prior year issues and improvement priorities.

Vice President
Type: Officer | Term: 2 years
General responsibility: Support the President and help the Board complete recurring operational tasks.
Core responsibilities
• Preside when the President is unavailable.
• Track Board action items, deadlines, and recurring seasonal responsibilities.
• Follow up with officers and At-Large Trustees on assigned tasks.
• Help identify role conflicts, gaps, duplicate duties, and process improvements.
• Coordinate special projects assigned by the Board.
Annual checkpoints
• Maintain annual task tracker.
• After election: help collect transition materials.
• Preseason: follow up on registration, coaches, schedules, fields, equipment, and background checks.
• In-season: monitor unresolved operational issues.
• Postseason: coordinate lessons learned and annual role review.
Transition items
• Action item tracker.
• Annual calendar.
• Policy/manual update notes.
• Open process improvement items.

Secretary
Type: Officer | Term: 2 years
General responsibility: Official governance records, notices, minutes, meeting documentation, and organizational records.
Core responsibilities
• Maintain bylaws, articles, minutes, resolutions, policies, Board roster, committee records, and official correspondence unless delegated.
• Prepare or maintain meeting notices, agendas, and minutes.
• Record Board votes, elections, resignations, vacancies, and major approvals.
• Coordinate with assigned Trustees regarding calendars, electronic records, and official notices.
• Maintain access to the current edition of Robert’s Rules of Order for general reference.
Annual checkpoints
• Before annual meeting: help prepare notice and election records.
• Monthly: prepare and retain minutes.
• Annually: maintain updated bylaws, policies, and Board roster.
• Annually: coordinate review of the Code of Conduct and report any recommended revisions, or completion of the review with no recommended revisions, to the full Board.
• As needed: document Board approvals and policy updates.
Transition items
• Minute book/electronic minutes.
• Current bylaws and policies.
• Board roster and term schedule.
• Election and voting records.



Treasurer
Type: Officer | Term: 2 years
General responsibility: Financial records, reports, controls, deposits, disbursements, filings, and budget support.
Core responsibilities
• Maintain or oversee financial records.
• Receive, deposit, safeguard, and disburse SCYA funds under Board-approved procedures.
• Provide financial reports to the Board.
• Prepare or assist with annual budget and financial report.
• Coordinate required tax, nonprofit, and financial filings.
• Chair the advisory Finance Committee, coordinate its review activities, and present its recommendations and matters requiring approval to the full Board for consideration and vote. Coordinate Treasurer transition matters as applicable.
• Identify and prepare or coordinate grant applications when appropriate. Grant applications and related commitments must be approved by the Board before submission.
Annual checkpoints
• October: receive transition materials from outgoing Treasurer.
• Fall: review bank access, prior filings, budget needs, and outstanding items.
• December/January: prepare year-end records and filing information.
• Preseason: coordinate registration receipts and sponsor deposits.
• In-season: monitor concessions, reimbursements, and purchases.
Transition items
• Bank account access and authorized signers.
• Prior filings, EIN notice, IRS determination letter.
• Current financial records and reports.
• Outstanding checks, deposits, reimbursements, and commitments.

Baseball Program Director
Type: Officer | Term: 2 years
General responsibility: General oversight of the SCYA baseball program.
Core responsibilities
• Recruit, evaluate, and recommend baseball coaches for Board approval.
• Ensure baseball Head Coaches and Assistant Coaches register online as required to trigger the background check process.
• Oversee baseball assessments, team formation, rules recommendations, roster matters, and season operations.
• Serve as primary baseball coach contact.
• Receive baseball-related parent/player/coach/discipline concerns and elevate significant matters to the Board.
• Coordinate with assigned Trustees regarding schedules, fields, umpire needs, equipment, and program needs.
• Co-chair the Rules Committee, coordinate review of program rules, and present recommendations to the full Board for consideration and vote.
Annual checkpoints
• Preseason: coach recruitment, online coach registration/background check trigger, assessments, rosters, rules, schedules, and equipment needs.
• In-season: coach support, complaints, replacement players, schedule issues, and discipline intake.
• Postseason: coach evaluations, equipment return support, and improvement recommendations.
Transition items
• Coach list and recommendations.
• List of coaches expected to complete online registration/background check trigger.
• Assessment/team formation notes.
• Open discipline or parent concerns.
• Program rule issues and improvement ideas.

Softball Program Director
Type: Officer | Term: 2 years
General responsibility: General oversight of the SCYA softball program.
Core responsibilities
• Recruit, evaluate, and recommend softball coaches for Board approval.
• Ensure softball Head Coaches and Assistant Coaches register online as required to trigger the background check process.
• Oversee softball assessments, team formation, rules recommendations, roster matters, and season operations.
• Serve as primary softball coach contact.
• Receive softball-related parent/player/coach/discipline concerns and elevate significant matters to the Board.
• Coordinate with assigned Trustees regarding schedules, fields, umpire needs, equipment, and program needs.
• Co-chair the Rules Committee, coordinate review of program rules, and present recommendations to the full Board for consideration and vote.
Annual checkpoints
• Preseason: coach recruitment, online coach registration/background check trigger, assessments, rosters, rules, schedules, and equipment needs.
• In-season: coach support, complaints, replacement players, schedule issues, and discipline intake.
• Postseason: coach evaluations, equipment return support, and improvement recommendations.
Transition items
• Coach list and recommendations.
• List of coaches expected to complete online registration/background check trigger.
• Assessment/team formation notes.
• Open discipline or parent concerns.
• Program rule issues and improvement ideas.


4. 2026-2027 At-Large Trustee Positions
The following eight At-Large Trustee positions are established for the 2026-2027 Board year and are the positions to be filled through the election process. Each position has a one-year term.
Registration/Technology Director
General responsibility: Player, participant, and coach registration operations; administration of registration-related technology and online systems; registration reports; coach compliance document collection; roster data support; and coordination with the Treasurer and Program Directors.
Core responsibilities
• Prepare registration dates, forms, online setup, deadlines, and fee information.
• Configure and administer the online registration platform and provide technical support for registration.
• Maintain registration lists and provide roster data to Program Directors.
• Coordinate registration communications with Public Relations/Special Events and Scheduling.
• Coordinate payments, refunds, grants or financial assistance, and reconciliation with the Treasurer.
• Collect and track signed Head Coach pledges, Lindsay Law certificates, and concussion certificates.
• Maintain registration-system access and coordinate appropriate data, password, and account transitions.

Sponsorships/Fundraising Director
General responsibility: Sponsor relationships, fundraising coordination, sponsor commitments, and sponsor recognition support.
Core responsibilities
• Solicit and track sponsorships, donations, and advertisements.
• Coordinate sponsor receipts with Treasurer.
• Coordinate banners/signage with Equipment/Purchasing or Fields/Facilities.
• Coordinate sponsor recognition with Public Relations/Special Events.

Public Relations/Special Events Director
General responsibility: Public announcements, social media, website content, community communications, and coordination of Board-approved special events.
Core responsibilities
• Prepare or coordinate public-facing announcements, flyers, social media content, website content, and reminders.
• Coordinate registration announcements, sponsor recognition, schedule notices, and event publicity.
• Monitor official communications for consistency, accuracy, and professionalism.
• Plan and coordinate Photo Day, Hit-A-Thon, parades, opening day, appreciation events, end-of-season events, and other Board-approved events.
• Coordinate event volunteers with the Volunteers Director.
• Coordinate event receipts and expenses with the Treasurer when applicable.
• Refer significant or sensitive communications, vendor arrangements, or event commitments for appropriate approval.

Concessions Director
General responsibility: Concession operations, inventory, staffing needs, pricing recommendations, cash procedures, and facility coordination.
Core responsibilities
• Recommend concession procedures, pricing, inventory needs, and staffing model.
• Coordinate concession volunteers with Volunteers Director.
• Coordinate cash handling and deposits with Treasurer.
• Coordinate equipment, supplies, and repairs with Equipment/Purchasing or Fields/Facilities.

Equipment/Purchasing Director
General responsibility: Vendors, equipment, uniforms, supplies, awards, inventory, storage, distribution, collection, repair, and purchasing coordination.
Core responsibilities
• Coordinate vendor quotes and Board-approved purchases.
• Track inventory, storage, issued equipment, and returns.
• Coordinate equipment needs with Program Directors.
• Coordinate invoices/reimbursements with Treasurer.

Volunteers Director
General responsibility: Volunteer recruitment, volunteer lists, volunteer requirement tracking, concession staffing support, field workday support, and appreciation.
Core responsibilities
• Maintain contact list of potential volunteers.
• Coordinate volunteers for concessions, events, fields, registration, and special projects.
• Track who has completed volunteer requirements and earned return of any applicable volunteer fee.
• Communicate expectations, schedules, and changes to volunteers.
• Coordinate volunteer appreciation efforts.

Fields/Facilities Director
General responsibility: Field readiness, routine maintenance coordination, facility partner support, field workdays, field supplies, and facility issues.
Core responsibilities
• Coordinate routine field readiness and maintenance efforts.
• Monitor fields, dugouts, restrooms, trash, storage, and facility issues.
• Coordinate field workdays with Volunteers Director.
• Coordinate facility or field issues with President and Program Directors.

Scheduling Director
General responsibility: Practice, game, field, umpire, rainout, and make-up scheduling coordination and schedule publication.
Core responsibilities
• Coordinate practice/game/field schedule data with Program Directors and Fields/Facilities.
• Coordinate county-wide or external league scheduling contacts and publish team, field, and master schedules.
• Coordinate rainout and make-up schedule updates with Program Directors, Fields/Facilities, and Public Relations/Special Events.
• Coordinate schedule impacts with the external umpire assigner or other Board-approved designee.
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