Fairbanks Amateur Hockey Association
Executive Director- Job Description



SUMMARY

The Executive Director is the primary point of contact for the Fairbanks Amateur Hockey Association (FAHA), and is responsible to the Board of Directors for the successful management and implementation of FAHA programs.  The successful candidate will be a highly motivated and dynamic individual to oversee the day-to-day operations of the organization, manage volunteers, help administer the annual budget, aid the FAHA Board of Directors, President, and program Vice Presidents in accomplishing tasks through an extensive knowledge and understanding of FAHA, the Alaska State Hockey Association (ASHA) and USA Hockey (USAH), and takes a leadership role in helping the board in strategic and long-range planning of the organization.



MAJOR DUTIES 

Organizational and Administrative Management:  Manage volunteer personnel and coordinate with the FAHA President, program Vice Presidents, and Division Directors in recruiting and providing volunteers to help in producing successful hockey programs, to include but not limited to:  
· Working with House VP to coordinate and manage registration and skill assessments for the primary season.
· Organize and coordinate the initial team and parent meetings.
· Organize and coordinate with the Coaching Coordinator the initial team selections
· Organize and coordinate with the Coaching Coordinator the initial and on-going coach’s meetings.
· Organize and coordinate annual team manager training session and continue to offer support throughout the season.
· Coordinate and order with program VP’s annual jerseys, socks, coach’s jackets, team buckets, and team warm-ups (as provided by programs).
· At a minimum check the FAHA post office box and payment boxes at the office and Dipper Ice Arena weekly, dependent on activities and anticipated volume.  Open and distribute mail appropriately and in a timely manner.
· Attend and report at all Board and program committee meetings (House/Comp).
· Based on general instructions as to nature of information wanted and its purpose, gathers information from files and documents in the office and other available sources for the Board of Directors use during meetings.
· Responsible for maintaining association records and office filing system, to include the FAHA web site.
· Provide support to Tournament Directors for all FAHA run tournaments, to include production of tournament booklets. 
· Provide support to FAHA volunteers such as making copies or providing documentation.
· Answer the telephone and email, ascertaining the nature of requests, and either handling as appropriate or directing callers to appropriate staff, or personally providing the information desired when routine or procedural matters of the office are involved. 
· Participate in developing planning process, attend planning meetings, and oversee collection of appropriate data.
· Work with the Association Ice Scheduler in providing needed ice time for teams and programs.
· Work with the Coaching Coordinator and program VP’s to insure that all coaches have completed the necessary certifications and coaching modules, and that all volunteers have completed the appropriate back ground checks as required by the Association, ASHA, and USA Hockey.

Association Registrar:  Coordinates and consults with program Vice Presidents, team managers and ASHA on administrative matters concerning the registration of all players and coaches within the association. Concerns typically involve administrative matters that require skill in Cyber Sports, and knowledge of ASHA requirements. Responsible for completing key administrative and clerical work such as maintaining data entry, updating and maintaining the FAHA web site, maintaining registration files, contact lists, and 1T’s.

Financial Management:  Helps provide support to the FAHA Treasurer and Accountant in maintaining the associations bookkeeping and accounting functions, and is the primary point of contact for solicitation of program support and donations from outside organizations.  Duties to include but not limited to:
· Ensures all player fees have been paid, assists in collection of fees, and notifies program Vice Presidents when fees have not been paid.
· Communicates with and assists the Association Treasurer with financial issues.
· Responsible for preparation and submission of association bills and deposits to the Treasurer or Accountant, at a minimum of twice a month, dependent on activities and anticipated volume.
· Receives invoices from local ice arenas and referee association, and verifies with the Association Ice Scheduler that charges are accurate, and distributes verified invoices to the FAHA Treasurer and/or Accountant for payment. Works with Association Ice Scheduler to resolve errors in scheduling and invoices with the local ice arenas, referee association, program Vice Presidents, and the FAHA Treasurer and/or Accountant.
· Solicits new and renewing team sponsorships and program donations. 
· Work with the FAHA Treasurer and Accountant to ensure proper filing of required IRS and other funder reporting requirements.
· Provide support to the Board Treasurer to communicate financial information to Board of Directors.
· Work with appropriate Board Members, Volunteers, and Vendors for the successful implementation of the organizations non-profit gambling license.

Programmatic: Work to improve existing programs and develop new programs consistent with the organizations mission. Help to secure programmatic funding.  Participate in programmatic problem solving with appropriate volunteer staff and Board.

Communications/Public Relations: Provide leadership for organizations communications such as video, website, brochure (s), newsletter, local advertising, public speaking, and press releases. Duties to include but not limited to:
· The primary contact for the Association.
· Maintain and update the Associations Website.
· Check the Association voice mail and email at least daily and either respond or forward to the appropriate person.
· Designs and electronically distributes quarterly newsletters.
· Coordinates with program VP’s and President with the placement of local advertisements by TV, Radio, News Paper, Direct Mail, and/or Flyers. 
· Actively solicit current and new Donators and Sponsors.
· Coordinate and Order Team Thank You’s, Sponsor Plaques, and team Picture Day.

Performs other duties as assigned by the President, program Vice Presidents, or the Board of Directors.



SUPERVISORY CONTROLS

The FAHA President makes assignments by defining the overall objectives, priorities, and deadlines. The incumbent receives few preliminary instructions on assignments that evolve from suspense’s and other administrative management or support needs, and must be able to work independently and with little supervision.

The incumbent performs many duties independently, referring only the matters requiring final executive action to the President or program Vice Presidents. Many situations and conflicts arise which require the incumbent to carry out the successive steps and handle the problems and deviations in accordance with instructions, policies, and accepted practices. 

The work is carefully reviewed to ensure that the overall objectives of the position are met. The methods used in arriving at the end results are not usually reviewed in detail.



TIME AND COMPENSATION

Administrative duties will vary and are dependent on schedule of events as the association is active year round; with more time expected during the fall and winter months and with the summer months being much lighter.  Attendance and participation is required at the association’s monthly board meetings and/or special executive sessions if called, and at program committee meetings (House/Comp).  Attendance during registration/skill assessments, initial team and parent, coaches, and team manager meetings is required.  It is expected the incumbent will check the office, and can use it as needed, but it is not expected for the incumbent to be at the office for scheduled hours.

This position is a part time exempt position with the following expectations of time worked:

August, September, October – 100 hours per month
November, December, January – 80 hours per month 
February, March, April – 60 hours per month 
[bookmark: _GoBack]May, June, July – 60 hours per month 



QUALIFICATIONS

Bachelor’s Degree in Business or Public Administration with a minimum of three years of progressive responsibility in administrative work at the management level, or a combination of education plus three years related experience is preferred but not a limiting requirement.  The applicant must pass a back ground check.  The candidate should be familiar with the following:

· The structure and operation of non-profit organizations, fundraising techniques, grant application process and grant management.

· Knowledge of the organization and its mission, needs, and programs, in order to properly advise the President, Vice Presidents and staff on matters concerning the program as well as help in promoting and growing FAHA in the community. 

· Ability to formulate conclusions and make recommendations based upon analysis and evaluation of collected data and present them to association officers for their use in ensuring efficiency, economy, and balance in the development and execution of operating programs. 

· Working knowledge of various PC software programs such as Windows, Word, Excel, and Cyber Sports. Ability to utilize database systems to maintain program and personnel information and utilize the information to update charts and reports. 

· Skill in developing written materials and the ability to present facts, conclusions or opinions so as to communicate ideas or recommendations to managerial personnel.

· Demonstrated experience with budgets, a familiarity with accounting and financial control systems.  

· Experience in public speaking and excellent writing skills are desirable.

· The ability to work with Board, volunteer staff, parents, and players, and have knowledge of various techniques for promoting community relations including working with the media, public speaking, organizing, and knowledge of the programs we provide and positive projection of FAHA in the community.

· The ability to work independently and with little supervision.

The incumbent must have the ability to communicate with the board members, volunteers, parents, and members of the association by phone, email, or other electronic media, and must have access to the internet and email outside of the FAHA office setting.
