POW*MIA Awareness Assoc., Inc

Job Description

Job Title: Entertainment and Rally Support Functions Team Leader

Department: Board of Directors

Reports To: Executive Director (CO)

Purpose of Job Position:

The primary purpose is to seek out, find, secure, organize, and oversee the execution of all entertainment sources for the annual POW*MIA Awareness Rally and Rodeo by performing the necessary duties to ensure a quality event for the organization, the participants and the community at large as well as any other duties assigned by the Executive Director (CO) or said delegate.
Delegation of Authority:

As a team leader, you are delegated the administrative authority, responsibility, and accountability necessary for carrying out your assigned duties.

Essential Job Functions:

Every effort has been made to identify the essential functions of this position.  However, it in no way states or implies that these are the only duties you will be required to perform.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or is an essential function to the position.  

Assist the Executive Director (CO) in upholding the organization’s by-laws.

Contact and commit various acts, talents, bands, entertainers, and others for consideration as entertainment for the event beginning Thursday evening and continuing through Sunday.  

Identify and select a second with enthusiasm, creativity, and leadership skills to assist in the management of the lane assignments.  This person should be well versed in the matters relating to the lane to such an extent that, if necessary, could step in and take over the duties of the lane in the team leader’s absence.

Identify and select others with enthusiasm and creativity to head sub-committees for each event.  Oversee such sub-committees as necessary to ensure each activity is properly prepared and ready for the event.

Ensure each task in the Entertainment lane is properly assigned.  See Team Leader spreadsheet for current list of tasks in the Entertainment lane.

Be a resource to other team leaders and sub-committees to assist them in whatever way possible with various tasks to promote a successful event.

Coordinate with other team leaders to promote a seamless environment of fun for the participants.

Encourage general members to participate more fully and actively within the group.

Answer any questions from the general members and the community about the organization and/or the event to the best of your ability.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Must have a phone and access to active email account.

Educational Requirements/ Experience

No specific education requirements are necessary, however must be able to read and write.

Have proficient oral and written communication skills. 

Specific Requirements

Must possess the ability to make independent decisions when circumstances warrant such action.

Must possess the ability to deal tactfully with other team leaders, general members, associated groups’ members, government officials and agents, vendors and the general public.

Must possess the ability to work harmoniously with other personnel.

Must be able to understand and carry out written and oral instructions.

Must have patience, tact, cheerful disposition, and enthusiasm, as well as be willing to communicate and interact with others based on whatever maturity level at which they are currently functioning.

Must be able to prioritize and meet deadlines.

Must be well organized, self-starter, have a keen attention to detail, willing to do hands on work, be a team player and work with minimal supervision.

Must possess the ability to seek out new methods and principles and be willing to incorporate them into existing practices.

Work Environment

The work environment characteristics described here are representative of those an individual encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Works in office areas for meetings.

Works outdoors during the event in whatever weather conditions are present.

Moves intermittently throughout the assignment.

Is subject to frequent interruptions.

Is involved with other team leaders, general members, associated groups’ members, government officials and agents, vendors and the general public.

Works beyond normal working hours and on weekends and holidays when necessary.

Is subject to call-back during emergency conditions.

Is involved in community/civic matter and projects as necessary.

Acknowledgement
I have read this job description and fully understand the requirements set forth therein.  I hereby accept the position of Entertainment and Rally Support Functions Team Leader and agree to perform the identified essential functions in an appropriate manner and in accordance with the organization’s established by-laws and procedures. 
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______________________________

Date






Team Leader signature

______________________



______________________________
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Executive Director (CO) signature
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