
Job Title: Registrar/Club Administrator  Date: 06/01/2022 

Reports to: President Job Code: REG 
 
GENERAL POSITION RESPONSIBILITIES: 

Under limited supervision, the Registrar/Club Administrator manages the registration processes for 
Bellevue Soccer Club (BSC) in conjunction with the requirements of the Nebraska State Soccer 
Association (NSSA). The Registrar also performs various administrative functions. 

Salary:  paid monthly on the 1st of the month following work. 

 

MINIMUM REQUIREMENTS: 

1. Demonstrate a positive attitude with a solid customer service focus supported by strong written and 
verbal communications skills. 

2. Must be able to prioritize varying duties through effective time management. 

3. Must be knowledgeable of and able to use computer applications including Microsoft Office 
programs and Google Docs, Sheets, and Forms. 

4. Must be able to learn, work within, and set up registration software. 

5. Must be able to learn, work within, and edit BSC’s website. 

6. BSC does not provide a computer for conducting Registrar responsibilities. Consumable supplies, 
such as toner and paper, will be reimbursed by BSC. BSC will provide access to the internet (WiFi) 
and a multi-function printer at the clubhouse. 

7. Work may occur in Registrar’s home, the BSC Clubhouse, or other location(s) necessary for 
registration events. 

8. Must pass a NSSA background investigation and complete all risk management training. 

 

SPECIFIC RESPONSIBILITIES: 

1. Configure Registration software for all BSC soccer programs: Competitive, Academy, Recreational, 
and Micro programs. 

2. Coordinate with Club Management to maintain registration options for all BSC-sponsored camps 
and clinics through the Registration software and/or BSC website. 

3. Develop, update, and maintain a paper registration form for all BSC soccer programs.  Manually 
enter all paper registrations received into the registration system in a timely manner. 

4. Assist players, parents and coaches to register for BSC’s soccer programs, follow-up with parents 
regarding any registration problems or issues. 

5. Organize, advertise, and conduct a Competitive Signing night or similar registration event. 

6. Organize, advertise, and conduct Recreational registration event(s) as required. 

7. In coordination with Club Management, create teams and assign players to those teams in BSC’s 
registration software. 

8. After official online registration closes, accept either paper forms for approved late registrations and 
manually enter those registrations into the registration system.  If possible late electronic 
registrations may also be allowed. 



 

9. Coordinate with coaches and/or team managers to get player pass pictures submitted and placed in 
player accounts to meet NSSA player pass requirements. 

10. Prior to the seasons’ first game, provide all coaches and/or team managers their team rosters and 
laminated player passes.  Respond to team requests regarding roster and player pass issues. 

11. Notify Competitive Coaches and/or Team Managers of player(s) that are properly registered and 
eligible to participate in team activities.  Coordinate with the Club Management, coaches, and team 
managers to pull player passes for those players ineligible to participate. 

12. Assist BSC’s Risk Manager to ensure BSC is following safety training requirements for all players, 
coaches, trainers, employees, board members and other significant volunteers. 

13. Assist all required BSC personnel in signing up and completing NSSA required training (i.e. KidsSafe, 
SafeSport, Concussion Awareness, et al) and background checks. 

14. In coordination with Club Management, create and monitor competitive program payment plans to 
include ensuring players/families remain current on registration payments. 

15. Coordinate with parents to resolve issues of non-payment; notify Club Management of any 
outstanding payment of over 30 days. 

16. As necessary, make cash/check deposits resulting from registration events or mailings.  Notify the 
Treasurer of any deposits made and provide a detailed summary of such deposits. 

17. Adjust competitive player payment plans as required for team manager, financial aid, and other 
approved adjustments. 

18. Collect, open, and distribute the mail from the club’s P.O. Box at least twice a week. 

19. Send club-wide e-mails through Registration software concerning club programs, camps, clinics, 
leagues, tournaments, and other programs sponsored or approved by BSC. 

20. Coordinate with the website administrator on updating BSC’s website content regarding registration 
events and related information. 

21. In coordination with the Club Management, monitor and respond to Facebook and e-mail questions 
concerning club programs and events (except tournaments); coordinate with appropriate director(s) 
and staff as required to answer questions.  

22. Attend BSC Board Meetings, as necessary, and provide updates on registration issues/concerns. 

23. Perform other duties as assigned or requested by the President. 

 

 

______________________________________________________________________ 

Registrar/Club Administrator      Date 

 

 

______________________________________________________________________ 

President, Bellevue Soccer Club      Date 
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