Position Title:  Branch Coordinator for Tech Trek, California -  November 2015
Work Location: Home and middle school campuses

Purpose of the Position: 

To supervise the selection and registration of the branch’s Tech Trek girls and fundraising for scholarships.

People with whom you will interact:

State Project Coordinator for Tech Trek, Financial Liaison for Tech Trek, your camp(s) treasurer(s) and your camp(s) director(s). Names and contact information for these people are included in the branch packet (BP), folder one (Getting Started). 

Responsibilities and Duties:

4.5. Branch Coordinator Job Description
The Branch Coordinator coordinates the funds sent to the Camp Treasurer for camper sponsorships, submits camp reservations, supervises camper selection, and provides camper registration information to the Camp Director.

Qualifications:

1. Member of the branch.

2. Have the necessary computer skills to maintain records, report donations to the camp treasurer, and fill out forms online. Working knowledge of Microsoft Word and Excel as well as email proficiency required.

Duties:

1. Read the TT branch packet sent each fall, with the understanding that there may be changes from previous years’ procedures explained in the packet, and meet all required deadlines.

2. Coordinate camper selection.  

3. Ensure funds are sent to Camp Treasurer by deadline and using proper payment procedures. 
4. Work with and respond to TT State Coordinator.

5. Work with Camp Director to coordinate all aspects of registering campers and submit all required forms by the stated deadlines.

6. Keep in touch with former campers.  Maintain records of all campers and update the camper tracking form annually. 

7. Coordinate branch members’ visits to camp on Branch Visitation Day.

8. Train successor and transfer all forms and records to him/her.

Revised  Nov. 2015

