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Clusters
Coordinator



Purpose: To organize and set up fall clusters

            Prerequisite/Requirement: good organization and communication skills recommended. 

            Excel or other spread skills recommended

Job Responsibilites
· Recruits parents, students, and teachers to run clusters or supervise a student-run 

      cluster. Though notification in  the Blue Bulletin,and at the Fall General Meeting.

· Meets with teachers and potential student leaders, especially 7th and 8th grade, to review

      needs/expectations.

· Makes sure all students are signed up for a cluster.

· Plans and reserves space for all clusters, make contingency plans for bad weather.


· Provides lists to cluster leaders of the children in each cluster, their location and time schedules. 

· Compiles and distributes Clusters’ guidelines to all cluster leaders.

· Is available on cluster day in case a cluster leader doesn't show.

· Signs reimbursement forms and gives to Treasurer.

· Cluster hours should be recorded as special projects hours.

· Provides list of clusters descriptions to teachers one week prior to event

· Coordinates registration volunteers the day of the event/s. 



Financial Responsibility:  Oversees Clusters Budget as set by the Board

           Hours recording procedure: Hours are calculated on per month basis for 10 months

           (Sept. to June) and are automatically posted by the hours recorder each month.
Hours earned: 25.


Reports to: Upper VP

Selection Process:  Elected by General Membership

Term: September to June (Bulk of time needed in September to November)
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