
ODP Team Administrator  

 

The ODP team administrator has two major jobs. First, helping the coach, NMYSA, and ODP region 
IV communicate with the parents and players. Second, the team administrator has responsibility for the 
players at tournaments and ODP camp. Both of these jobs require a team administrator to be very 
organized. Below, there are more specific ideas as to the job the team administrator has to do, but they 
all fall into the above two areas. 

Communication 
Once a team is selected from the player pool for a tournament or ODP camp, NMYSA will need your 
help with communication.  Communication includes things like compiling a good contact list for the 
players and parents.  Creating an e mail list is the most efficient way to communicate.  However, some 
families do not have computers, forcing you to use the phone and mail system.  

Leading up to the event, NMYSA will ask you to help facilitate getting paperwork and payment from 
the players selected for the team.  Additionally, the coach may have information that needs to be 
communicated to the players and their parents. Also, you will need to remind everyone what they need 
to bring for the event (ODP training gear and bedding for camp are two biggies). 

While at the event (tournament or camp), you will work with the coach to develop a daily team 
schedule and then communicate it to the team.  . NMYSA has team administrator meetings before and 
during tournaments to coordinate buses, meals, uniforms, etc.  Team administrators meet daily with the 
region IV staff at ODP camp to go over schedules, uniforms and any other issues that may come up. 
Regular e mail updates to parents while the team is at an event helps with separation anxiety 

Responsibility for the Players 
18 players (typical team size) is a lot to keep track of for two adults, you and the coach.  Basically, the 
players need to have an adult with them when they are not in their dorm room/hotel room.  This means 
the team pretty much does everything together. You will find yourself counting them regularly and 
asking the players to figure out who is missing when your number comes up short.   

You and the coach are responsible for disciplining the players.  Players have been sent home early 
from camp and tournaments because of inappropriate behavior. The selection process can help with 
behavior.  Reminding the kids that regional coaches are always watching (cafeteria, dorms, fields, etc.) 
helps control rowdy behavior.  Also, a discussion of why the players are at the tournament/camp, 
proper eating, sufficient resting and the impact on individual performance on the soccer field helps to 
squelch a party attitude.   

You are responsible for the 3-ring binder that has all the paperwork (release forms, permission forms, 
medical insurance, etc.) for the players. If you are asked to collect last minute paperwork from players, 
have the paperwork sent to your home address. Double check before you leave for the event that you 
have everyone’s paperwork and that the notebook is organized.  At the tournament or camp, always 
have the notebook with you.  If a player has to go to the hospital, pull their paperwork and a phone list, 
hand the notebook off to the coach, and go to the hospital with the player. 

You are responsible for the team jerseys. This includes getting the jerseys from NMYSA, distributing 
them to the players, washing the team uniforms (jerseys, socks, shorts, etc.) as needed at the event and 
collecting the jerseys from the players at the end of the event. 

You can’t watch all the players 24/7.  However, you can regularly check on the players while traveling 
and in their hotel room/dorm room to make sure everything is going okay. 



Specific info for tournaments and ODP camp notes 
Everything you do at tournaments and camp is as a team (except keeper training).  Remind everyone to 
bring all their ODP training gear.  At meals, meetings and training sessions it leaves a good impression 
if the team is dressed alike.  Additionally, all the states trade soccer clothing on the last night of camp. 

Try to get dorm rooms/hotel rooms all on one floor or area to make it easier to manage the team.  Drop 
in on all the dorm rooms on a daily basis to prevent the creation of a pig sty.  Come up with a schedule 
posting system (tape the schedule on your door jam, etc.) so you are not constantly being asked what is 
going on.  Bring lanyards for the kids to put their room key on as they tend to wear shorts with no 
pockets and loose keys.  

Remind everyone to bring sheets and towels for ODP camp (for those that forget linens, the housing 
people might have some you can borrow).  There are several techniques for keeping wash organized 
(marking clothes with a sharpie, individual mesh bags, tagged safety pins, etc.).  Try near by dorms or 
other floors if all your washing machines are taken. 

The whole selection process at camp is full of anxiety.  The kids (and parents) ride an emotional 
rollercoaster waiting to see who plays in “all star” games and who is selected to the regional pool (and 
stays longer at camp).  Try to prepare both parents and kids as much as possible and then be as 
supportive as possible.  

Other things; If you bring a computer, bring both a network cable and a wireless card as some 
hotels/dorms are wired and some are wireless.  


