


DRAFT
SCRUB OAK SCRAMBLERS, INC.            
Job Description 
Trail Administrator

Description of Duties:

The Trail Administrator is appointed annually by the Club President following the April election of officers. The Trail Administrator must be a current club member. The Trail Administrator will assist the Trail Master with grant writing, maintenance records, and RFP’s from vendors (Request for proposals) 

Proposed Duties:

· Appointed by the president with recommendation from the Trail Master 
· Must be a current & active club member
· Familiarize yourself with the SOSSC Bylaws
· Familiarize yourself with Roberts Rules of Business
· Sign a volunteer immunity form
· Shall attend and meetings of the BOD, Finance, & General Membership
· Shall attend county NHSA meetings as requested by the president and or BOD
· Shall coordinate implementation of the clubs trail program involving land owner relations, permission, and signing of land owner agreements. 
· Shall coordinate trail maintenance and grooming with the Trail Master
· Shall assist the Trail Master in creating and following a monthly & seasonal trail maintenance budget
· Shall assist the Trail Master in creating and following a monthly & seasonal trail grooming budget
· Shall assist the Trail Master with record keeping, immunity forms, and licensure ( State Driver’s License) Check of groomers
· Shall assist the Trail Master with Grooming maintenance records
· Shall assist the Trail Master with trail maintenance equipment records
· Shall be authorized to enter into agreements in the form of grants and contracts with the State of New Hampshire Bureau of Trails, with the application, contract, or agreement 
· Shall assist the Trail Master in recommending to the President and BOD to oversee appropriate trail committees
· Shall assist the Trail Master in developing a monthly/ seasonal budget to the Landowner, Safety Education, Signage, & Trail Map committees
· Shall assist the Trail Master in grant writing for summer & winter maintenance & purchases
· Will perform duties requested by the Board of Directors. 



