CVMS Music Boosters

Volunteer Positions


Board of Directors:
Attendance at board meetings is required for the following positions.  There are approximately six board meetings per year.
Co-President 1: (7th or 8th grade parent)

Chair Booster meetings, create meeting agendas, and review minutes prior to distribution; attend meetings with other key personnel (music program director, principal, etc.) when necessary; ensure Booster members are informed on activities that take place between meetings; make announcements at music program events regarding promotion of music Boosters and music program; delegate responsibilities to designated coordinators for various events throughout the school year and follow up to be sure that tasks are completed. Facilitate communications between Boosters and the principal and music teachers.
Co-President 2: (7th grade parent only)

President-in-training. Assist the Co-President 1 with above duties. This person serves a 2-year term, becoming Co-President 1 the second year.
Vice President Fundraising:

Distribute the yearly fund appeal letter to all music program families; follow up with any families that have not yet made their donations throughout the school year and maintain a database with this information.  Coordinate any other fundraising activities the Board chooses to pursue.  Ensure fundraising committees complete tasks.
Secretary:

Attend all Music Booster meetings and take minutes. Make copies of minutes for distribution and approval.
Treasurer/CFO:

Make deposits and withdrawals from Music Boosters bank account and keep records of transactions; prepare a monthly treasurer’s report for each Board meeting; monitor and record donations made to the Music Boosters and funds raised from any events; supervise income tax filing; email thank you letters to donors. 
Treasurer 2: (7th grade parent only)

Treasurer-in-training.  Assist the Treasurer/CFO.  This person serves a 2-year term, becoming the Treasurer/CFO the second year.
Committee Chair Positions:
Attendance at monthly meetings is not required, but is requested if possible for the following positions.
Buick Fundraiser Coordinator 1:

Facilitate Buick Fundraiser by attending Buick meeting, getting tickets, promoting ticket sales by music students and parents as well as sales to the CVMS community, collecting forms/checks, and distributing tickets. Attend concerts for sale of Buick tickets as needed.
Buick Fundraiser Coordinator 2:  (7th grade parent only)


Assist Coordinator 1 and take over as Coordinator 1 the following year. Attend concerts for sale of Buick tickets as needed.
E-Scrip Fundraising Coordinator:

Contact all music program families to be sure they have signed up for E-scrip. Attend concerts for E-Script sign up as needed.
Music Apparel Coordinator 1:

Place orders for music apparel (polo shirts and spirit wear), pick up orders from vendor, process and fill orders from students, and maintain a running total of current stock. Attend concerts for sale of music apparel as needed.
Music Apparel Coordinator 2:  (7th grade parent only)

Assist Music Apparel Coordinator.  This person serves a two year term, taking over as head Music Apparel Coordinator the second year. Attend concerts for sale of music apparel as needed.
Concert Recording Coordinator:

Coordinate a committee to produce concert CDs.  Includes recording the concerts, burning the CDs, processing student orders, and distributing to students.  This job may also include filling orders for DVDs of the concerts.

Public Relations:

Collect current music program information on a quarterly basis to submit to the site secretary, Sandra Madrigal for the CVMS newsletter, post upcoming events and special commendations in all local newspapers; collect photos to post with information; promote Music Boosters by sending quarterly emails to music program families updating them with fundraising status, music program events, etc. 
Database Coordinator:

Maintain the music program student database by making sure all information is complete for all enrolled students throughout the school year. The bulk of the work for this position occurs at the beginning and end of the school year. 
Webmaster:

Make updates to the website monthly.  Information about the updates will be sent to the webmaster by one of the Co-Presidents.
Concert Volunteer Coordinator:

Recruit volunteers for music program concerts by sending email to all booster volunteers.  Text for the email will be written by one of the Co-Presidents.  Report back to the Co-Presidents with a list of volunteers.  There are five concerts during the school year. 
Concert Band Festival Coordinator:

Should be a parent of a student in the Concert Band. Identify and register for spring music festivals; coordinate transportation to and from events; coordinate meals for events; coordinate any additional activities; work with treasurer to identify costs and obtain fees from students as needed; recruit chaperones for trips; attend the trips and be sure the trip runs smoothly.

Symphonic Band Festival Coordinator:

Should be a parent of a student in the Symphonic Band.  Identify and register for spring music festivals; coordinate transportation to and from events; coordinate meals for events; coordinate any additional activities; work with treasurer to identify costs and obtain fees from students as needed; recruit chaperones for trips; attend the trips and be sure the trip runs smoothly.

Jazz Band Festival Coordinator:

Should be a parent of a student in the Jazz Band. Help plan and facilitate any festivals or gigs that the jazz band will attend throughout the school year; act as liaison between the band teacher and festival planners to arrange for groups’ participation at events.
Other Volunteer Positions:
In-Room Assistants (Need three people):

Assist in either band or orchestra classroom as needed with miscellaneous xeroxing, filing, or other clerical duties, (once a week is preferred).

Concert Recording Committee (Need three to four people):


Assist the Concert Recording Committee Chair (see job description above).

Extra-Helpers:

Help out at concerts or other activities when you are available.  You will receive emails with information about when and how you can help on a one-time-only basis.

