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________Collegiate Relay For Life Committee Position Descriptions______________                                                           

Executive Director
Oversees the entire Relay For Life and Colleges Against Cancer program by supporting all Executive Board Members and creating a vision for the campus. Ensure everyone agrees with the vision for the Relay and the mission of the American Cancer Society.  Plans all meetings and events.

Assistant Director
Assists in the oversight of the entire Relay For Life and Colleges Against Cancer program by supporting the Executive Director and all Executive Board Members.  Assist Executive Director in ensuring the vision and mission for the American Cancer Society is kept.

Marketing Family
Marketing Director
The Marketing Director oversees all Members within the Marketing Family and their committees.  This position supports the entire Marketing Family and assists each area to improve the overall success and goals year-round.  Works with the Executive Director and Assistant Director, other family Directors, and the ACS Staff Partner to create an overall vision for Relay For Life on campus.

Fundraising and Sponsorship Member
· Educate teams on possible fundraisers they can do
· Recognize teams for fundraisers they have
· Work with PR, Graphics, and Online to help advertise all fundraisers from every team
· Create a fundraising timeline plan and help us stay on track
· Coordinate fundraising challenges and incentive prizes
· Solicit in-kind donations for night of Relay and other events
· Solicit monetary donations from all businesses/organizations both local and non-local
· Develop sponsorships with companies both big and small
· Obtain logos from sponsors for T-shirt and event program
· Ensure sponsors receive proper publicity and recognition
· Encourage teams to obtain sponsors and donations
· Start fundraising and sponsorship in the very beginning
· Report to the Marketing Director to ensure all goals are met




Online Member
· Work with the entire Marketing Family to ensure all information is posted online, is correct and updated frequently
· Manage the Relay website ensuring it is correct and updated frequently
· Send emails to participants and other groups as requested by Directors
· Work with Graphics Member to keep online graphics uniform and updated
· Work with Social Media Member to ensure all information is uniform and updated
· Report to the Marketing Director to ensure all online goals are being met 


Social Media Member
· Work with Marketing Director to use Facebook, Twitter, Instagram, etc. as marketing tools for Relay
· Update all Social Media Outlets daily for RFL and CAC information
· Report to the Marketing Director to ensure all social media goals are being met

Graphics Member
· Work with Marketing Director to ensure all graphics needs are met
· Design and create all graphics used by Relay For Life
· Be able to respond quickly to graphics requests and be willing to make adjustments in a timely manner
· Work with Online Member to provide updated graphics
· Work with Decorations Member to provide graphics as decorations for events
· Create the night of Relay Program 


Public Relations Member
· Work with the Marketing Family to ensure all released info is correct and communicate any info that needs to be posted online
· Work with Graphics Member to receive any graphics for media releases
· Work with committee to post flyers
· Work with local media outlets such as TV, radio stations, school newspaper, and campus wide emails to ensure Relay gets as much exposure as possible
· Report to the Marketing Director to ensure all PR goals and requests are being met



Production Family
Production Director
The Production Director oversees all Members within the Production Family. This position supports the entire Production Family and assists each area to improve the overall success and goals year-round.  Works with the Executive Director and Assistant Director, other family Directors, and the ACS Staff Partner to create an overall vision for Relay For Life on campus. 

Entertainment Member
· Secure bands and other entertainment for Relay For Life
· Submit entertainment list to the Graphics Member and Event Services for event program
· Work with Executive Directors to plan ceremonies for night of 
· Work with Spirit to plan events to keep participants there all night
· Report to the Production Director to ensure all entertainment needs are met 


Spirit Member
· Be the heart and soul of Relay
· Host RFL events, including the night of Relay
· Create Spirit awards throughout the year, especially for the night of Relay
· Create and track Spirit Points for the entire year
· Work closely with Decorations and Graphics to ensure every event looks fun and exciting
· Plan themes for all meetings and create bookmark
· Basically you are the entertainment at everything, keep everyone motivated all year!
· Report to the Production Director to ensure all events are spirited

Decorations Member
· Work with the entire Production Family to coordinate decorations with themes, activities, or entertainment
· Secure assistance from other committee members to help decorate when needed
· Plan and buy all decorations for every event
· Track receipts of all purchases to be reimbursed
· Work closely with Spirit and Graphics Members to ensure all events look fun and exciting



Registration Member
· Take on responsibilities of registration, retention, and relations 
· Assist everyone with the registration process 
· Create a team mentoring program and follow through with execution all year 
· Provide Online Member a document of the mentoring program to post on the website
· Maintain an updated spreadsheet of all committee members 
· Maintain an updated spreadsheet of all participants (team name, email, phone, etc.)
· Pull reports off the website upon request of the Directors
· Report to the Production Director to ensure all registration needs are met
 

Logistics Member

· Secure all physical materials necessary for Relay such as tables, tents, stages, dumpsters, etc.
· Contact all outside vendors to reserve all materials needed
· Make follow up phone calls within a month of Relay to ensure all details are covered
· Coordinate all times and places for deliveries and pick ups
· Secure Police staffing and parking reservations
· Prepare and submit Rain Plan 
· Work closely with Registration Member to ensure all teams have appropriate campsites
· Provide Luminaria list of locations for bags and torches
· Create a map to show teams of their locations and mark them on the field
· Ensure the event is meeting all school and legal requirements and ACS Relay For Life National Event Standards
· Report to the Production Director to ensure all logistical requirements are being met
 

Luminaria Member

· Organize and promote the sale of Luminarias before the night of Relay
· Set up and organize a stand night of to hand out pre purchased Luminarias and continue to sell more
· Place all remaining bags around the track that are not picked up beforehand
· Bring spare lighters to light all bags that are not lit during the ceremony
· Report to the Production Director to ensure all Luminaria goals are met year-round
 

Accounting Member

· Count and audit donations at all Team Captains meetings, Bank Night, and throughout the night at Relay
· Prepare money for deposits
· Enter donations on the website in a timely manner
· Run multiple money deposit trips during the night of Relay
· Recruit a team to help you throughout the year especially the night of Relay
 







Development Family
Development Director
The Development Director oversees all Members within the Development Family. This position supports the entire Development Family and assists in planning to improve the overall success of each area through the continued development of teams.  Works with the Executive Director and Assistant Director, other family Directors, and the ACS Staff Partner to create an overall vision for Relay For Life on campus.

The development Family consists mostly of different campus focus areas to recruit, develop, and retain teams.  The duties and responsibilities for these positions are generally the same other than the fact that each position focuses on a different group.  
Greek Recruitment Member
Faculty & Staff Recruitment Member
Sports Recruitment
Residence Hall Recruitment
Faith Based Recruitment 
Alumni Recruitment
· Contact past team captains and organizations within the focus group and help them reform teams
· Create new teams within your focus group
· Mentor all teams within your focus group
· Report to Registration Member with mentoring program updates
· Report to the Development Director to ensure all recruitment goals are met year-round

Colleges Against Cancer Family
CAC Director
The CAC Director oversees all Members within the CAC Family.  This position supports the entire Marketing Family and assists in planning to improve the overall success of each area and to reach the mission of Colleges Against Cancer and the American Cancer Society.  The CAC Director works with the Executive Director and Assistant Director, other family Directors, and the ACS Staff Partner to create an overall vision for Relay For Life and CAC on campus.
	
Cancer Education Member
· Increase Awareness about cancer on campus.  Make students aware of ways to prevent cancer through early detection, healthy living habits and more
· Educate the entire Committee about cancer so everyone is able to educate the campus
· Work with other Members to ensure there is cancer education in every RFL and CAC event 
· Report to the CAC Director to ensure the mission of CAC is effectively reaching the campus year-round
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General Committee Members
The General Committee Members do not fall under any specific family.  Instead they are people who support all four families equally.  They have fewer responsibilities.  This is for the people who want to be more than a Team Captain but not as much as one of the above Committee Members or cannot find a specific position they are passionate for.  


Historian
· Collects pictures and other documentation from years past
· Organizes all pictures and documents into a scrapbook or virtual display
· Takes photos at all events 
· Work closely with Marketing Family to display current photos 

Secretary
· Takes notes at all meetings and events
· Reports to the Assistant Director after each event
· Responsible for finding a replacement if cannot attend an event
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