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Summary of Roles and Responsibilities by Position (as of 5 March)

Board of Directors
• Oversight of all event activities
• Determining timing of the event [year and 

date]
• Determining and approving the event theme 

[three events in advance]
• Approving event budget and final expense 

reporting
• Appointing the Event Director
• Ensuring compliance with 501c(3) 

requirements.

Event Director
• Executing the event
• Overseeing execution of Section 

activities 
• Communicating with the Board
• Reviewing event budget and final 

expense reporting
• Complying with 501c(3) requirements.

Event Assistant
• Scheduling monthly / weekly progress 

meetings
• Capturing progress and noting 

remaining action lists
• Supporting 501c(3) compliance 

documentation



Finance Lead
• Purpose: Lead faithful and responsible 

management of financial resources to stay 
within budget limits, pay bills on time, and 
maintain financial integrity. Responsibilities 
include:

• Oversee Sub-sections
• Approve Financial Records
• Approve Budget
• Report to Event Director
• Submit and defend budget to Board of 

Directors in coordination with Event Director
• Submit requests for above-budget funding needs 

to the Board 
• Define fundraising goal and assist Marketing and 

Media Lead and Fundraisers with 
Implementation

Finance
• Purpose: Plan and organize RWWII finances. 

Responsibilities include:
• Define and implement donation collection 

options
• Manage the budget, authorizing purchases above 

pre-approved budget amounts up to discretion 
afforded by the Finance Lead or Board

• Define and implement Section Lead budget 
distribution or reimbursement approach 

• Define and implement payment options for 
event registration

• Define and implement payment options for 
day-of event sales

• Distribute day-of funds to Section Lead for 
event execution

• Manage cash security during the event



Accounting
• Purpose: Record, report, and reimburse financial 

transactions. Responsibilities include:
• Collect and archive receipts from Section Leads
• Reconcile credit card statements
• Maintain and review financial records
• Pay billsMaintain and review financial records
• Pay bills

Marketing and Media Lead
• Purpose: Lead Marketing and Media team performance 

to deliver event promotion excellence in an honest, 
honorable, and truthful way. Responsibilities include: 

• Drive execution of Fundraising, Media, Merchandise, 
Photo and Video, Website, IT, and Graphic Design 
Subsection responsibilities. In coordination with 
Finance Lead, approve Fundraising strategy and 
support execution

• Develop / revise a marketing plan / media strategy] 
and submit it to the Event Director for review and 
Board approval. Execute plan with subsection support

• Submit and defend budget to Board of Directors in 
coordination with Event Director

• Submit requests for above-budget funding needs to 
the Board 

• Report to Event Director, communicating progress
• Update SOP following event completion



Fundraising
• Purpose: Raise money to cover event execution costs. 

Ultimate goal: Increase event funding until event totals 
cover next year’s event needs. Responsibilities::

• Develop fundraising strategy and execute following 
approval

• Plan and execute fundraising events to meet RWWII 
fundraising goal

Photo and Video
• Purpose:   Capture and create media content to 

advertise and archive RWWII in ways that reflect the 
brand. Responsibilities include:

• Create and capture media content of stage and event 
activities

• Photography: capture, edit, prep, and  managing 
freelancers

• Videography: capture, edit, prep,, and  managing 
freelancers

• Archive event media for future use
• Distribute media to Event Director and Section Leads 

requiring its use [ex Registration, Marketing and Media 
Lead, Website, 

• Supply budget needs, progress updates to Marketing 
and Media Lead

•

Website
• Purpose: Maintain and improve the RWWII website 

content to inform; maintaining a consistent brand. 
Responsibilities include:

• Review and update website content
• Maintain a consistent RWWII brand voice
• Supply budget needs and progress updates to 

Marketing and Media Lead
•



Marketing and Media Lead
• Purpose: Lead Marketing and Media team performance 

to deliver event promotion excellence in an honest, 
honorable, and truthful way. Responsibilities include: 

• Drive execution of Fundraising, Media, Merchandise, 
Photo and Video, Website, IT, and Graphic Design 
Subsection responsibilities. In coordination with 
Finance Lead, approve Fundraising strategy and 
support execution

• Develop / revise a marketing plan / media strategy] 
and submit it to the Event Director for review and 
Board approval. Execute plan with subsection support

• Submit and defend budget to Board of Directors in 
coordination with Event Director

• Submit requests for above-budget funding needs to 
the Board 

• Report to Event Director, communicating progress
• Update SOP following event completion

Merchandise
• Purpose: Add to the experiential nature of the event and generate revenue  to aid future event execution 

by producing high quality merchandise that reflects the RWWII brand.  Merchandise's goal is to sell out a 
year’s Event-themed items, and to meet other Leads needs. Responsibilities include:

• Develop a merchandising plan of quantities and types
• Interfacing with Graphics to get designs for the year
• Order, purchase, pick up, event merchandise and advertising materials to include: T-shirts, buttons, 

postcards, dog tags, tickets, programs, posters, etc
• Order flowers for newsies
• Buy newspaper for Newsie distribution [if can find a distributor] otherwise with Graphics, design / print 

newspaper. 
• Interface with Media and Website Sub-Section Lead to advertise merchandise
• Manage on-line sales [running Etsy shop, creating listings, answering messages, and fulfilling orders] before 

and after event 
• Distribute merchandise as follows:Registration - Event Guide, Event Map, Dinner Ticket, Food Vouchers, 

Ration Cards, Kids Passports, Dog Tags; Information Booth - Signage as needed; Cafe and Canteen - Signage 
as needed; Crown Interaction - Newspapers, Cafe Signage and Menus; Fundraising - Fundraising Pamphlets 
and giveaways, etc.

• Direct / oversee day-of event sales
• Supply budget needs and progress updates to Marketing and Media Lead



Media
• Purpose: Develop, execute, and manage the RWWII media plan to get the 

word out about the event to both ensure there are enough volunteers to 
execute the event. Steadily increase attendance year over year.  

• Develop media strategy and execute, following Marketing and Media Lead 
approval.  Requires writing text for publicity in the following examples: 
Social media [Facebook, Instagram, X, etc]; Printed press [ Newspapers 
[Nashville and Surrounding regions]; Magazines [TN Magazine, TN 
Backroads, TN Home and Farm Magazine]; Visual Press [TN Crossroads]; 
On-line event calendars [https://www.tnvacation.com/calendar; TN 
Department of Tourism & Development]; Poster canvassing [Businesses in 
surrounding communities]; Memorabilia shows [Show of Shows, Louisville 
KY]

• Write Event Guide; obtain approval for printing from Section Lead and 
Event Director

• Serve as go-to-editor for written Event content as required by other 
Section Leads - this is a 100% on call need. 

•



Graphic Design
• Purpose: Deliver event graphics reflecting the current 

year theme or add to the experiential delivery of 
other RWWII sections while consistently 
representing the RWWII brand. Responsibilities 
include:

• Create Event Graphics; donation pamphlets with 
current year theme; Event Posters; T-shirt Design; 
Event Map; Event Guide graphics; Food Ticketing 
Design; Experiential aids like Kid’s Corner Passports, 
Ration cards, Scavenger hunt etc; Newspaper Design 
/ layout for Newsie’s distribution [if required]. 

• Provide Graphics to Merchandise Lead for printing / 
ordering

• Distribute designs or printed materials to 
appropriate Section Leads

• Supply budget needs and progress updates to 
Marketing and Media Lead

•

Information Technology
• Purpose: Manage RWWII hardware, software, 

network security, and data backup to ensure fiscal 
compliance, liability coverage, and long-term 
retention of RWWII records. 

• Manage RWWII hardware, software, network 
security, and data backup 

• Manage electronic data storage
• Manage electronic signature system used for Waiver 

Management
• Supply budget needs, progress updates to Marketing 

and Media Lead



Logistics Lead
• Purpose: Lead the handling of organizational planning 

details for RWWII operations [e.g. people, supply 
inventory, and props]. Responsibilities include

• Manages documentation of RWWII material 
inventory

• Drives Registration, Volunteer Coordinator, and Town 
Props efforts

• Reports to Event Director, communicating Section 
progress

• Updates SOP following event completion

Volunteer Coordinator
• Purpose: Ensure the event has enough volunteers to 

execute high quality event.
• Responsibilities include:
• Oversees all volunteer assignments 
• Confirms volunteer needs with department heads
• Works directly with department heads to fill jobs
• Establishes routine communications with department 

heads on volunteer issues
• Liaises between volunteers, clearing up 

misunderstandings / miscommunications between 
volunteers

• Report to Event Director, communicating progress
• Update volunteer coordinator portions of SOP 

following event completion



Registration
• Purpose: Ensure the event has knowledge of the number of volunteers, 

vendors, reenactors, veterans, vehicles, and historical displays attending to 
support planning and event execution. Give those participants a primary 
pre-event point-of-contact point for event details / logistics. Drives liability 
protection through waiver management. Responsibilities include:

• Manages RWWII event pre-registration
• Manages and distributes event registration information to Section Leads as 

needed
• Provides event information to participant types
• Oversees in-person registration [day before and day of]
• Transitions registration information / supplies to Information Booth [day of]
• Drives participant waiver signatures
• Reports to Logistics Lead, communicating progress
• Updates registration portions of SOP following event completion
• Support responsibilities include:
• Setup, man, and tear down the registration booth



Town Props
• Purpose: Event props are ready and available for 

placement by Town Setup for Event execution. 
Responsibilities include:

• Maintain prop inventory
• Develop and execute storage strategy for existing 

props; write new prop requirements [size or handling 
limitations] based on storage strategy

• Take requests from Section Leads for additional prop 
needs and, working with Logistics Lead fulfill requests 
as able.

• Run “Shoptime” or other prop-building events as 
required

• Report to Event Director, communicating progress
• Update volunteer coordinator portions of SOP 

following event completion

Day-of Staffing Coordinator
• Purpose: Provide a single point for handing 

unexpected day-before or day-of changes in event 
staffing. Responsibilities include:

• Serve as hub for volunteer assignment 
adjustments during event set-up, execution, and 
tare down to account for contingency of 
dropouts or additions to volunteer pool

• Manage a volunteer command center tracking 
Section volunteer needs / issues during event 
execution, reassigning volunteers as needed

• Report to Event Director, communicating 
progress

• Update volunteer coordinator portions of SOP 
following event completion



SOP 
Example

Registration
• Purpose: Ensure the event has knowledge of the number of volunteers, 

vendors, reenactors, veterans, vehicles, and historical displays attending to 
support planning and event execution. Give those participants a primary 
pre-event point-of-contact point for event details / logistics. Drives liability 
protection through waiver management. Responsibilities include:

• Manages RWWII event pre-registration
• Manages and distributes event registration information to Section Leads as 

needed
• Provides event information to participant types
• Oversees in-person registration [day before and day of]
• Transitions registration information / supplies to Information Booth [day of]
• Drives participant waiver signatures
• Reports to Logistics Lead, communicating progress
• Updates registration portions of SOP following event completion
• Support responsibilities include:
• Setup, man, and tear down the registration booth



SOP Example (Marketing SOP)



SOP Example (Marketing SOP)



SOP Example (Marketing SOP)



SOP Example (Marketing SOP)



SOP Example (Marketing SOP)



SOP Example (Marketing SOP)



Registration
LINK



Below is registration link
Please select multiple fields of interest when filling out the form.

This ensures better placement opportunities if your first choice is unavailable.

Click Here

https://docs.google.com/forms/d/e/1FAIpQLSei5KXJPwiAhyqlBJa-LO6FRZ_kWYLNXIR47WRTcofa4IMnaQ/viewform?usp=header


Thank you 
for taking a look


