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HAY RIVER MINOR HOCKEY ASSOCIATION

JOB DESCRIPTIONS
The following job descriptions are to be considered guidelines and are not exhaustive. Duties may change through the season based on organizational and operational requirements.

President 

1. Shall preside over all meetings of the Association with the usual privileges of this office.

2. Shall be a member of all committees.

3. Shall be responsible for the proper administration of discipline of the HRMHA.

4. Shall ensure that all executive committee members are aware of their duties and are properly carrying them out.

5. Shall sign the minutes of all meetings and ensure that a file is kept by the secretary.

6. Shall attend the HRMHA Annual General Meeting each year. 

7. Shall attend the HRMHA Monthly General Meetings and other special meetings, and ensure Roberts Rules of Order.
8. Shall ensure quorum is present at each HRMHA General Meeting in agreement with the HRMHA By-Laws. 

9. Shall ensure that all aspects of the HRMHA By-Laws are in force. 

10. Shall serve as a signing officer with Vice President, Treasury or Secretary on all HRMHA accounts.

 

Vice-President 

1. Shall perform the duties of the President in absence of the President.

2. Shall assume the duties of the President for the remainder of the Playing Season, should the President resign or not be able to carry on for any reason.

3. Shall serve on any Committee of the Association at the discretion of the President.

4. Shall be the Chairman of the Discipline Committee.

5. Shall attend the HRMHA Annual General Meeting each year. 

6. Shall attend the HRMHA Monthly General Meetings and other special meetings.
7. Shall serve as the organizer for the year end banquet, including ensuring all medals/trophies are ordered (including the Esso Medals). 

8. Shall serve as signing officer with President, Secretary or Treasurer on all HRMHA bank accounts.

Secretary  

1. Shall record and prepare the minutes of all meetings to be reviewed and accepted at the subsequent meeting, and have them signed by the President.

2. Shall attend the HRMHA Annual General Meeting each year and ensure Roberts Rules of Order 

3. Shall attend the HRMHA Monthly General Meetings and other special meetings, and ensure Roberts Rules of Order.

4. Shall promptly and properly action all correspondence and maintain file copies readily available for the President. 

5. Shall maintain files of all documents and communications pertaining to the affairs of the Association.

6. Shall type all correspondence on behalf of HRMHA.

7. Shall ensure Annual General Meeting is publicized at least two weeks in advance in accordance with the By-Laws.
8. Shall retain copies of all minutes, correspondence and mail.

9. Shall update and distribute a contact list of all Executive, Directors, and Coaches to all Executive, Directors, and Coaches.
10. Shall remind all expected attendees of upcoming HRMHA Executive meetings, and special meetings.
11. Shall maintain an email group listing of all members and correspond directly with the membership through email regarding all issues coming from the Executive pertaining to Association matters.
12. Shall be in charge of approving all HRMHA advertising and sending on to advertising media/vendors, etc.
13. Shall act as the contact person for the Association Webmaster and will approve and forward any posting to the website requests that may come from the membership/Executive.
14. Shall serve as signing officer with President, Vice President or Treasurer on all HRMHA bank accounts.
Immediate Past President

1. Shall serve as an advisor to the President to help maintain continuity from season to season.

2. Shall be a member of the Executive Committee.

Treasurer

1. Shall prepare annual budget (preliminary) each summer using projected registration figures provided by the Registrar.

2. Shall develop and maintain financial reporting forms for the Directors/Team Personnel/Executive to use when they are handling funds to protect the funds, and the volunteers.

3. Shall coordinate with Registrar to receive and deposit registration fees and any other applicable monies.

4. Shall coordinate with Fundraising/Recycling Coordinator to receive and deposit fundraising proceeds.

5. Shall receive all funds, and shall deposit these funds in a bank designated by the Executive Committee.

6. Shall assist and accept draft budgets from Directors at the beginning of the season related to their season plan.

7. Shall maintain regular payment of Association liabilities and record same, employing proper accounting practices.

8. Shall provide updated budget following completion of final registration.

9. Shall coordinate ice rental agreements in conjunction with Ice Coordinator.

10. Shall prepare and present financial statements at the HRMHA Annual General Meeting and at all monthly meetings, or when requested.
11. Shall maintain a proper set of books to record all financial transactions.  These books shall be kept accurately, up to date and readily available for audit, as required.

12. Shall present, at Annual General Meetings, a detailed Financial Statement of the current finances of the Association.

13. Shall serve on the Fundraising Committee.

14. Shall attend the HRMHA Annual General Meeting each year. 

15. Shall attend the HRMHA Monthly General Meetings.

16. Shall serve as signing officer with President, Vice President or Secretary on all HRMHA bank accounts.

Registrar 
1. Shall propose registration dates for players to register for the new season, and registration process/procedures.
2. Shall distribute pre-registration forms or advise members to download form from website.
3. Shall maintain current registration database and provide up-to-date registration data to the Executive as required. 

4. Shall provide accurate registration figures by division when necessary, including a breakdown of goalies. 

5. Shall ensure all players and coaching staff are entered into teams in the HRMHA database and the HCR.
6. Shall complete the Hockey NWT community registration summary and submit to Hockey NWT along with payment covering insurance fees collected during registration, refer to Hockey NWT ruling regarding submission of insurance deadline fees (80% by Nov 15 and remaining by Jan 15)

7. Shall process player withdrawals from league during the season and give information to Executive. 

8. Shall provide team rosters and any changes throughout the season to NWT Hockey Registrar. 

9. Shall maintain player transfers to other Associations. 

10. Shall sign the “Request for Tournament Travel” and the “Team Roster” and then submit to the Executive Director of Hockey North for approval.  Travel permits are then returned to the registrar for distribution to the required team.
11. Shall process affiliates as required throughout the season.

12. Shall perform such other related duties as may be required.
Website Coordinator
1. Shall ensure the HRMHA website is kept current and that any and all information provided is posted in a timely manner (within 7 days of receipt of information).
2. Shall ensure that all items requiring posting has come from the current HRMHA Secretary.
3. Shall provide a written report upon request to the Executive as to any issues regarding the website.
4. Shall offer suggestions for effective communications through the website via electronic media such as facebook, email, divisional homepages etc.
5. Shall perform such other related duties as may be required.
Ice Coordinator
1. Shall maintain contact with the Town regarding any and all ice requirements for HRMHA.
2. Shall attend the Town of Hay River ice users meeting held in May with Executive approved ice requirements.

3. Shall provide copies of ice schedule to the Secretary to be forwarded to the Web Coordinator. 

4. Shall manage divisional ice requirements in an equitable manner, in conjunction with Divisional Directors, by scheduling ice time cancelled by one division to another division, or giving it up to the Town in the required amount of time so as to avoid charges, and so other Users may utilize the ice.
5. Shall create and maintain, with Executive approval, a schedule for the developmental ice time between all divisions, goalies, and general player development in an equitable and reasonable manner.
6. Shall work with the Divisional Directors to allocate ice necessary to host tournaments as scheduled at the Ice Users Meeting, and approved by the HRMHA Executive.
7. Shall review all tournament schedules to ensure proper and maximum ice usage and recommend any changes to the applicable division prior to submitting the schedule to the Town.

8. Shall be on the Arctic Winter Game trials committee if HRMHA is awarded the trails, ensuring ice requirements. 
9. Shall monitor effective use of ice and forward concerns about ineffective use of ice to HRMHA Executive. 

Fundraising/Recycling Coordinator 

1. Shall be familiar with HRMHA Fundraising Volunteer Policy.
2. Shall seek out opportunities for fundraising for the HRMHA, bringing forward any ideas or information to the Executive for approval.

3. Shall ensure all communication for fundraising events including media advertising and times/dates are forwarded to the membership, in conjunction with the Secretary.
4. Shall ensure appropriate Records of Fundraising are kept, forwarding these Records and Monies to the Treasurer.

5. Shall prepare a Committee Report for Monthly General Meetings.
6. Shall schedule and organize members for Recycling events such as bottle drives, bottle sorts, and container collections in line with the HRMHA Fundraising Volunteer Policy.
7. Shall work with the treasurer (and the Executive) to be aware of where Minor Hockey is financially and thus have an idea as to how much fund raising is required to be planned for each year.
8. Shall ensure the membership is kept informed of volunteer opportunities. 
9. Shall ensure signup sheets are available at each fundraising event and are collected at the finish so that participants can be credited for their fundraising commitments. 
10.  Shall collect all commitment cheques from Directors after registration and work with the Treasurer to cross reference the cheques with the volunteer sign in sheets and deposit any cheques that require cashing after a fundraising opportunity the next business day after a fundraising opportunity has passed and no later than 5 days after.

11. Shall act as the coordinator or find a designate to be the coordinator for bingos that Minor Hockey wants to apply for and sign all the necessary paperwork with Town Hall. Work with the Treasurer to fill out the necessary reports that Town Hall requires after each Bingo.  

12. Shall coordinate the bottle drives ensuring advertising has been done in advance through the Secretary, liaison with the bottle depot to confirm hours and staffing, be available at the arena the day of the drive to co-ordinate and hand out route maps, make sure sign up sheets with list of all people registered per division are at the bottle depot and arena so people will be credited with their fundraising commitment and collect them at the end of the drive, and any other items related to bottle drives.
13. Shall coordinate and maintain volunteers to collect from HRMHA recycling bins around town on a monthly basis, ensuring they have keys to the storage unit (Carter’s storage), and garbage bags for the bins.
14. Shall coordinate with any businesses or other groups wishing to donate recyclables to our organization.
15. Shall perform such other related duties as may be required.
Equipment/Inventory Coordinator
1. Shall keep a copy of inventory for all Divisions' lockups.
2. Shall keep equipment/inventory in good repair when advised of the need by divisional directors, coaches or Executive.
3. Shall ensure any equipment being loaned (ie goalie) is approved by Executive, proper equipment agreements signed, and equipment accounted for when returned.
4. Shall assign control of the keys for the lockups, the dressing rooms, red supply lockup, the recycling unit and the equipment storage container at the storage area.
5. Shall be in charge of the ordering, counting and sale distribution of HRMHA logo clothing inventory.
6. Shall perform such other related duties as may be required.
Hockey NWT - AWG Coordinator

1. Shall attend Hockey NWT meetings as a representative for HRMHA when requested.

2. Shall liaison with Hockey NWT and with the Regional NWT Directors for Hockey NWT.

3. Shall liaison with Sport North Federation with regards to hockey opportunities. 

4. Shall ensure the Association is kept informed of all opportunities for funding and coach/player development available.

5. Shall be the Chairperson of the HRMHA AWG Committee and coordinate all related AWG communication and/or player tryouts whether hosted in Hay River, or elsewhere.
Divisional Directors
(Learn to Play/ Initiation/Novice/Atom/Peewee/Bantam/Midget/Female)
1. Shall act as an executive liaison for their division between coaches, and members, and organize and attend parent meetings as necessary or requested. 
2. Shall ensure that all notices from the Executive are corresponded to members if instructed by the Secretary.
3. Shall participate in registration activities as organized by the Registrar and ensure all paperwork and fees are collected before players attend on ice.

4. Shall seek out tournaments for their team to attend, make contact with other organizations to pursue this, and complete and request travel permits when required.

5. Shall report on discipline problems to the Executive and Discipline Committee.

6. Shall keep record, in conjunction with the Fundraising/Recycling Coordinator, of divisional member’s fundraising commitments and report a final list at the end of the season or upon request to the Executive.

7. Shall communicate regularly via email or meetings with parents to ensure open communication within the division and to/from the division to the Executive.

8. Shall represent the division and be an advocate for the division’s concerns/issues with the HRMHA Executive.

9. Shall provide instruction and procedures to follow to run a tournament to parents.

10. Shall assist in maintaining inventory of equipment and condition thereof in conjunction with the Equipment/Inventory Manager.
11. Shall advise the Equipment/Inventory Manager when there is a need to purchase new equipment as required. 

12. Shall distribute and collect any HRMHA uniforms and equipment to players for use during tournament/exhibition play.
13. Shall complete any and all training provided by the Executive ie. Respect in Sport, Hockey Canada Safety Program.
14. Shall provide the Executive with monthly Divisional reports to be forwarded to the Secretary by the first Monday of each month or as requested and present the report at the monthly Executive meeting.
15. Shall perform such other related duties as may be required.
Coach Mentor

1. Shall be the Chairperson of the Coaches Selection Committee to recruit coaches and the contact person for prospective coaches.

2. Shall distribute and collect applications and with the Selection Committee, conduct interviews and perform final selection, and contact successful and unsuccessful candidates.

3. Shall provide new coaches with their initial instructions, and provide guidance throughout season when asked or required.
4. Shall ensure all technical responsibilities for the development of players within HRMHA, and through them, the technical evaluation of player development. 

5. Shall communicate new or improved coaching techniques and developments with other coaches during coaches meetings and assist coaches in the implementation of them during divisional practices if needed.

6. Shall maintain technical information, such as booklets and tapes on coaching throughout the season.

7. Shall attend the coaches' lunch meetings every 2nd month.

8. Shall provide ongoing evaluation of coaches to the individual coach and to the Executive, communicating any concerns.

9. Shall gather Coach evaluation forms at the end of the season and offer feedback to Coaches.

Hockey Canada states that the following qualifications can be applied to both the Head Coach and the Assistant:

· Strong hockey background in playing, coaching, evaluating

· Strong interest and commitment to child/athlete development

· Ability to work with fellow coaching personnel

· Ability to communicate on and off-ice requirements to players and parents

· Available to meet time requirements

· NCCP and Speak Out certified at the level indicated by Hockey Canada, Branch and Association

Head Coach

1. Shall serve as the official spokesperson, in conjunction with the divisional director, on behalf of the team.

2. Shall coordinate the delegation of responsibilities to the assistant coach and the on-ice parent helpers.

3. Shall plan on and off-ice activities in consultation with the assistant coach and divisional director.

4. Shall coordinate on ice programs, player evaluations and selections, and communicate any concerns to the Coach Mentor and/or the Executive. 

5. Shall attend the coaches' lunch meetings every 2nd month.

6. Shall refer all members concerns to the divisional director to bring forward to the Executive.

7. Shall ensure that teams under their jurisdiction are on time for all ice sessions, are allowed on the ice only when a registered Team Personnel is in attendance, and clear the ice immediately after allotted time has elapsed.
10. Shall, at all times, use a prearranged practice format at practices to ensure full team use of his allotted ice time.

11. Shall inform the Divisional Director and/or the Equipment/Inventory Manager of any damaged equipment and hand over for repair.

12. Shall ensure that all players are adequately protected with proper fitting protective hockey gear while they are on ice and conduct an equipment inspection at the beginning of the year and more often if the need arises, advising  parents when gear is not safe or fitting properly.
13. Shall set and model an example of good conduct and sportsmanship at all times being consistent with the objectives of the Association.
14. Shall endeavor at all times to prevent coach and/or player disorderly conduct before, during and after any games or practices, on or off the ice, in any arena or while taking part in any HRMHA activities. 

15. Shall be in attendance of his/her appointed team at all times. This means in the dressing room prior to and following a game or practice. The Two-Deep rule should be adhered to at all times by the coaching staff.   Coaching staff should be aware that they are responsible for players after practice/games until parent/guardian comes for pick-up unless parents have made other arrangements.

16. Shall provide a completed, signed game sheet to the refs prior to the commencement of any game, and assist Divisional Director in collecting game sheets after the game. 

17. Shall ensure that the required numbers of players are ready for every practice and game to maximize practice plan execution and fulfillment of scheduled games. 

18. Shall report the intent of the team to participate in any exhibition games or tournaments in conjunction with the Divisional Director to the Executive for approval. 

19. Shall communicate all ice time provided for practices and game schedules to the players directly, and to the parents/guardians through the Divisional Director.

20. Shall be responsible to find an alternate to lead any practice or tournament they cannot attend and if unable to find an alternate, shall be responsible to cancel ice time through the Ice Coordinator at minimum 48 hours before scheduled time.
21. Shall sign and adhere to the Fair Play Code, and make every effort to provide equal ice time for all players by avoiding excessive use of certain players in key situation (such as late in the 3rd period during close games).
22. Shall submit a year-end report which contains the following information – evaluation of players performance, evaluation of team’s performance, outline of practice plans and game strategy and recommendations on how the program can be improved.

Assistant Coach

1. Shall assist with on ice programs and player evaluations and selections. 
2. Shall assist with planning, organizing and conducting practices.
3. Shall assist with pre-game or practice preparation.
4. Shall assist with the operation of the team during the practices and games.
5. Shall assist with scouting and evaluation of opponents.
6. Shall assist with the supervision of players off and on the ice.
7. Shall assist with the formulation of the practice or game plan.
8. Shall submit a year-end report to the head coach containing player observations.
9. Shall sign and adhere to the Fair Play Code.
10. Shall report to the head coach
On-Ice Parent Helper

1. Shall assist the head coach and assistant coach with all ice matters.

2. Shall sign and adhere to the Fair Play Code.

3. Shall report to the head coach.
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