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As Needed Drill Team Assistant
Employee Name (Print): _______________________________________
Reports To:

Band Director 

Dept/Campus:

Assigned Campus and Level


Paygrade: PP-1
Wage/Hour Status: 
Nonexempt




Date Revised: November 2020
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Assist the Drill Team Instructor
QUALIFICATIONS:
Education/Certification:
High School Diploma or GED
Special Knowledge/Skills:
Ability to work well with children

Effective organizational, communication, and interpersonal skills

Ability to follow verbal and written instructions

Patient and calm demeanor with students and others

Experience:
Some experience working with children in an instructional setting

MAJOR RESPONSIBILITIES AND DUTIES:

1. Attend all High Steppers practices during and after school, including for tryouts, contest, spring show etc.
2. Attend parent meetings as needed ( both one-on-one meetings and booster club meetings)

3. Assist in supervision when director is absent or in transition (multi-purpose field, gym, PAC, around football stadiums, etc)
4. Attend all football games both home and away , assisting in loading all props and costumes, and help either on field during halftime or in the press box
5. Attend performances and appearances as requested, Includes overnight trips for competition, parades, etc.
6. Work one-on-on with social officers and line officers to grow both programs and bring new ideas to the team.

7. Help communicate needed information with team members, via Remind or social media, locker room calendar, and handouts.
8. Help manage, maintain, and organize costume and prop closet along with work space.

9. Help manage paperwork  and records for team(forms, permission slips, district documents, dancers information and sizes, absences and discipline marks etc) 

10. Order or rent materials and follow up via phone and email as needed.

11. Aid director in lighting and music selections, editing music for practices and performances, choreography and staging, and polishing routines as needed.

12. Assist with line and officer tryouts including but not limited to;  secure and remind judges & administrators, fabricate tryout numbers, help with music management, copy organize and collect tryout applications.
13. Become familiar with and knowledgeable of High stepper constitution, traditions, and procedures.
14. Other duties as assigned

EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, multi-line telephone system, audiovisual equipment and other modern office equipment. 

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to communicate effectively (verbal and written), maintain emotional control under stress, maintain a clear focus on customer service; ability to manage others in a non-coercive manner, 
Physical Demands:

Frequent standing; stooping; bending; kneeling; pushing and pulling, ability to lift and carry 50lb.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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