Ventura County 4-H Volunteer Club Enrollment Specialist
Position Responsibilities
The Club Enrollment Specialist (ES) will handle the enrollment process for the club throughout the program year.  The bulk of the process occurs around the beginning of each new program year.

The Ventura County 4-H Club Enrollment Specialist (ES)
· Learns the 4-H Enrollment process.
· Learns the online enrollment system.
· Sets the deadline for each youth member and adult volunteer to complete the enrollment process BOTH online AND submit paper forms to the ES prior to the 4-H Office set deadline.
· Teaches and Assists the clubs’ members and volunteers with their online enrollment and paperwork process.

· Receives ALL paper enrollment forms, with fees payment, from EACH youth member and adult volunteer.
· Reminds the clubs’ members and volunteers to add their e-mails’ “Safe List” our 4-H Office e-mail addresses (some e-mail providers call this a “Green List” or “Ok to receive” list) to help minimize error messages that 4-H Office receives due to provider not recognizing our addresses or flagging us as spam.

· Reminds the clubs’ members and volunteers to keep their password to the online system in a safe and secure location for future uses.

· Reminds the clubs’ members and volunteers to keep their contact information current in the online system.

· Reminds the clubs’ members and volunteers to be sure that their personal project list includes ALL the projects they are “thinking” of participating in so that they do not miss ANY deadlines.
· Reminds the clubs’ members and volunteers of ALL enrollment deadlines.
· Set-up a free e-mail account for those members and volunteers that do not have computer access.

· Keep track of the e-mail account & corresponding password for each of these families/individuals.

· Set-up AND maintain the profile records & corresponding passwords for each of these families/individuals.

· If/when the family has computer access of their own; provide them with their account access information so they can take over maintenance.
· Reviews ALL paper enrollment forms for completeness/accuracy.

· Reviews EACH online record for completeness/accuracy.

· Confirms EACH youth member and adult volunteer in the online system.
· Alphabetizes the enrollment packets by Last Name, First Name prior to submitting to the 4-H Office.
· Submits ALL complete and accurate enrollment forms to the 4-H Office by the deadline AFTER the club confirm process is complete.
· Provides Project Report to EACH certified Project Leader (just the report for the project(s) they are leading or assisting).

· Provides Club Directory at Club General Meetings for EACH family to review their information and write ALL corrections.  Makes the updates for those families that do not have computer access, reminds those families that do have computer access to update the information within the next couple of days.  Provides the 4-H Office with the printed pages containing the noted changes, keeps a copy for the club records.

· Acts as the point person for enrollment questions from the club, then contacts the 4-H Office for answers to questions not known, then will provide the answers back to the inquiring party once received from the 4-H Office.

· Regularly throughout the program year reviews the online system for new enrollments and follows-up with the paperwork, fees, etc.
