
Team Administrator roles and responsibilities

Thank you so much for volunteering to be the Team Administrator for your child’s team. This is 
a very important role for each team, and it makes everyone’s experience more positive.

1. Please make sure that your team manager adds you as the team administrator so you have 
access to email your team.

• Use the website to email your team. You’ll need to log in with your email and 
password- the one you used to register your child for the season. Use the My Team to 
to pull up your team. Click on “Rosters” on the left. Then click “Options” on the right 
side of the screen. Choose “Email Team” from the drop down menu. You can also 
choose to copy and paste these emails into your personal email for easier access.

2. Discuss with your manager on how the two of you will communicate throughout the season 
and what kind of updates and reminders he/she would like you to relay to the team.

3. Encourage parents to subscribe to the team’s schedule so they have the most up to date 
information regarding practice and game changes or cancellations. You may want to consider 
sending an email to parents when something does change on the schedule. Some coaches like 
to set up a text chain for this purpose as well, so it is important to communicate with him/her 
on how they would like this done.

4. Distribute information regarding Picture Day to parents.
5. Distribute information about the Memorial Day Parade. You will also need to find some 

volunteers to walk with the kids.

OPTIONAL:

1. Cheer cards: This is a nice thing to hand out to each family with player’s names and 
jersey numbers. You can consider getting them laminated to help them last the whole 
season. Adding the player’s parents names can also help parents get to know each other.

2. Team building pizza or ice cream mini parties are a good way for your players to get to 
know each other and their coaches throughout the season. This helps with team 
cohesiveness and ultimately leads to them having more fun and the team playing well 
together. The snack shack serves ice cream, you can have pizza delivered to the fields, or 
meeting at Tulmeadow are all good options.

3. Coach’s gifts: Consider collecting money from families for gifts at the end of the season 
to show appreciation for the manager and coaches.

4. End of season team party: At the end of your season you can organize a team party 
usually on the picnic benches or pavilion at Memorial Park. This is when the manager 
usually talks about the season and the players and hands out trophies. You can also give 
the coaches their gift at this time. In the past parents have ordered pizza, brought 
homemade treats, popsicles and drinks.

Please feel free to expand on this list in any way that you think will help give everyone on the 
team a positive and fun experience. Thank you for volunteering your time. If you have any 
questions please contact Julie Trythall   SLLRegistrar@yahoo.com 
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