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Salmon Creek Soccer Club 
 800 NE Tenney Road, Suite 110, #102 
 Vancouver, WA 98685 
 
 www.salmoncreeksoccer.com 
July 2026
Advanced and Academy Registrar Job Description

1. TERM:  FCSC Advanced & Academy Registrar and Field Coordinator is an annual renewed position running from June 1 May 31each year.
 
2. DUTIES:  Advanced & Academy Registrar shall have responsibility for and in charge of the following: 
 
A. Be able to work on projects without supervision when given tasks to complete. 
B. Administrator use of Stack Sports; Affinity; US Club; GotSport Software and any other registration software as used by local soccer associations. Attend trainings each year on updates.  
C. Plan club registration dates well before the start of the season as planned by Director of Coaching (DOC) and President. 
D. Coordinate player registrations and set up the registration system prior to tryouts 
E. Assign players to teams. 
F. Complete international clearance on players not born in the USA.  
G. Coordinate resolution of incomplete registrations to DOC and Coaches, and follow-up with families on information needed to complete registrations.  
H. Coordinate coach sign-ups, background checks, and monitoring and assuring that Safe Sports and Concussion training has been completed.  
I. Complete documentation for each player and coach as required by the league/group/region/state. 
J. Provide Uniform coordinator with an accurate count of teams requested as part of registration. 
K. Print player cards for Advanced & Academy teams. 
L. Ensure that original copies of birth certificates and other proof of age documents are available for each new player and scanned into club files. 
M. Generate tournament rosters when needed by teams for playing in games outside of league play. 
N. Register teams to participate in leagues (Fall/Winter/Spring) and Cups (Founder, Presidents, State). 
O. Communicate to Treasurer, DOC and President to generate payments for registered teams for league and cup teams. 
P. Communicating with teams, players and coaches weekly regarding information games and player eligibility. 
Q. Closely monitor transfers to ensure they are only granted in accordance with club guidelines and league/region/state rules. 
R. Provide information to enable accurate player records to be maintained to coaches and DOC. 
S. Have a sound understanding of the league/group/region/state rules and regulations, including but not limited to OYSA, WYS, NWCL, and WPL. 
T. Keep the DOC, President & Treasurer always informed of the status of registrations (player & team). 
U. Ensure that all relevant documentation issued by the league/group/region/state is circulated and/or communicated to players and club officials. 
V. Assisting the DOC when needed on projects, including, but not limited to distributing flyers/news to club email list and social media; special emails to coaches about new or potential players.  
W. Assisting the Academy Director when needed on projects, including, but not limited to, boys and girls free clinics and assisting in coordination of coaches/leaders and team formation. 
X. Attend all team meetings for Advanced & Academy teams formed in May/June and other meetings as needed. 
 
Y. Coordinate player transfers between teams 
Z. Train and support all team managers for the advanced and academy teams to help their teams be successful throughout the year in league and tournament play. 
AA. Available by phone and email for questions/complaints during general business hours including, but not limited to, new inquires about the club, registration, joining teams, and other questions from families. 
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