President – 2 Year Term
POSITION DESCRIPTION:

The president is responsible to schedule and conduct board meetings, this includes working with the secretary in order to define an agenda for each meeting and conducting the meeting to accomplish the agenda.
The president is the chairperson for the administrative operations committee.
The president is responsible for maintaining all organization operating documents, including the Articles of Incorporation, policies and procedures, non-profit status applications, etc.
The president is responsible for requiring and verifying financial audit information for the Youth Hockey Association gambling operations as well and the Youth Hockey Association itself.
The president is the primary interface to the organization's charitable gambling operations.  This includes working with the gambling manager to address all issues, reporting the gambling status to the board members, verifying the appropriate submission of required paperwork to the city and state, and interfacing, as required, with the State of Minnesota Gambling Control Board. The President shall be the representative, or appoint the representative; to any organizations this corporation is affiliated with and is required to be represented at. The President may call special meetings of the corporation, and shall hold a seat on the Coaches Tribunal.  This position carries a two year term.  Candidates for this position must be a current board member, must be in good standing, and have a minimum of two years board experience.

The president is the primary intermediary between St. Francis Youth Hockey Association and

· Monthly District 10 Board Meetings 

· Minnesota Amateur Hockey Association 

· USA Hockey 

· The City of East Bethel 

· Other Youth Hockey Organizations 
QUALIFICATIONS:

Candidate should have prior management and budgetary experience.  Candidate should also have experience in youth hockey.
PRIMARY RESPONSIBILITIES:

1. Sets the agenda and chairs monthly board meetings. 

2. Participates in all policy change processes. 

3. Participates in all significant Association decisions. 

4. Reviews and has approval for player waivers into and out of the Association. 

5. Make decisions on any issue that may arise outside of formal board meetings, which require expeditious resolution. 
6. Attends monthly association board meetings

7. Participates in month-end/year-end audits for the charitable gambling operation.

________________________________________________________________________

Vice President – 2 Year Term
POSITION DESCRIPTION:

The vice-president is responsible to act in all capacities for the president when he or she is not available to carryout their required duties. 

The vice-president is the association’s registrar.  Responsible for all membership registrations, background checks, and maintaining accurate team books.  The vice president is required to follow the guidelines set forth by USA Hockey and Minnesota Hockey confidentiality guidelines. 
QUALIFICATIONS:

Candidate needs to be very organized and have the willingness to work at a high level of responsibility.
PRIMARY RESPONSIBILITIES:

1. Chairperson for the hockey operations committee.
2. Secondary intermediary between St Francis Youth Hockey Association and District 10
3. Attends District 10 Board Meetings.
4. Attends monthly association meetings.

4. Participates in month-end/year-end audits for the charitable gambling operation.

________________________________________________________________
ACE Coordinator – 2 Year Term
POSITION DESCRIPTION:

The Associations Coaching and Education (ACE) Coordinator is an experienced individual with a strong coaching background who serves as the administrative link to USA Hockey and it's Coaching Achievement Program (CEP).

QUALIFICATIONS:

1. Strong coaching background 
2. Excellent hockey knowledge and commitment to the sport
3. Excellent communication skills
4. Comfortable teaching player, coaches, parents and association members.
5. Attend ACE Coordinator program

PRIMARY RESPONSIBILITIES:

1. Communicate to association coaches their certification requirements.
2. Ensure compliance with USA Hockey certification levels.

3. Communicate with District 10 and USA hockey on issues relating to coaching at the association level.
4. Deliver Parent Education Programs to the association.
5. Encourage association to implement the Initiation Program, and follow the ADM guidelines for the development age groups..
6. Encourage association to implement the Cross Ice Program at appropriate age level.
7. Communicate to players, parents and coaches USA Hockey player development opportunities.
8. Ensure the association is promoting age specific skill development in all of their programs.
9. Organize and develop workshop clinics for coaches.
10. Attend monthly association board meetings.
11. Participates in month-end/year-end audits for the charitable gambling operation.

SECONDARY RESPONSIBILITIES:

1. Establish and maintain a resource center for coaches, players and parents
2. Oversee the recruitment, selection, training, evaluation and discipline of coaches
3. Develop and manage the player selection process for the association
4. Develop a teaching and practice planning curriculum for the coaches
5. Plan, organize and execute periodic skills workshops for coaches and players
6. Evaluate practice sessions and provide feedback to coaches to improve capability of local association coaches.

7. Chairs the Try-out Committee.
_____________________________________________________________________________________________

Secretary – 2 Year Term

POSITION DESCRIPTION:

Responsible for taking minutes at each board meeting and keeping track of membership attendance.

QUALIFICATIONS:

1. Computer and website experience 
2. Ability to take notes quickly and type up minutes for each board meeting
3. Availability to attend 1 board meeting a month and several during the months of April and May
4. Ability to dedicate 2-4 hours per month to fulfill responsibilities (not including meeting times)

PRIMARY RESPONSIBILITIES:

1. Come to meetings with an attendance sign in sheet for each board meeting 
2. Maintain a spreadsheet of membership attendance for voting purposes 
3. Take minutes at each board meeting. Type up minutes and email to board members for any necessary changes. When all changes have been made make enough copies of open meeting minutes for the board members.  These copies need to be ready for the following board meeting so they can be voted on or approved via email vote.
4. Maintain a binder with the following: a list of board members name, address, telephone numbers and email addresses (prepared by secretary); the current bylaws; open minutes; closed minutes; and attendance sheets.

5. Update Website as needed.

6. Attends monthly association board meeting.

7. Participates in month-end/year-end audits for the charitable gambling operation.

_______________________________________________________________________________
Treasurer – 2 Year Term

POSITION DESCRIPTION:

Responsible for all accounting, audit, and tax reporting functions of the organization including the preparation of monthly and annual financial statements. Responsible for the billing and collection of player fees.  Prepares the annual operating budget. 

QUALIFICATIONS:

1. Accounting experience sufficient to maintain appropriate billing and collection records. 
2. Ability to dedicate 4 - 8 hours per week to fulfill all responsibilities in a timely fashion.
3. Computer experience including QUICKEN & EXCEL.

PRIMARY RESPONSIBILITIES:

1. Invoices all participants of the organization.
2. Posts all payments to player accounts in a timely fashion.

3. Prepares monthly summary/report of billing and collection status for review with the Board of Directors.
4. Initiates and coordinates all necessary collection activity in order to facilitate timely collection of player fees in accordance with established policies.
5. Coordinates payment plans as necessary.
6. Prepares monthly revenue summary.
7. Develops and implements financial policies and procedures as needed

8. Pays all invoices of the organization.
9. Reconciles monthly bank statement and prepares monthly Treasurer's Report summarizing all monthly financial activity of the organization.
10. Prepares annual financial statements and coordinates audit with independent accounting firm.
11. Coordinates annual tax filings with independent accounting firm due November 15th.
12. Files Non-Profit Corporation Annual Report of Condition due November 1st. 
13. Prepares the annual operating budget.
14. Maintains the organization's general ledger and related financial documentation.
15. Maintains all permanent financial and tax records of the organization.
16. Oversees and supervises the billing and collection process.

17. Investigates and resolves all NSF checks.
18. Prepares letter of Financial Good Standing for players leaving our program and entering another program.
19. Approves all Player Injury/Illness Refund Request forms.
20. Approves all Multi-Family Discount forms.
21. Files for sales tax exemption status with taxing authorities and appropriate vendors.
22. Develops and implements financial policies and procedures as needed.

23. Attends monthly association board meeting

24. Participates in month-end/year-end audits for the charitable gambling operation.

Equipment Manager – 2 Year Term
POSITION DESCRIPTION:

Responsible for acquisition, distribution and maintenance of all equipment, uniforms, team-related supplies and apparel for the program.

QUALIFICATIONS:

1. Ability to negotiate pricing agreements with vendors
2. Organizational skills
3. Storage area for equipment and supplies in the beginning and end of the season

PRIMARY RESPONSIBILITIES:

1. Purchase and distribute socks for all travel teams in the program
2. Assign jersey numbers for newly purchased jerseys to avoid duplicate numbers on the same team
3. Purchase game jerseys for travel team participants
4. Purchase pucks and first aid kit supplies, as necessary
5. Distribute pucks, water bottles and first aid kits for each coach
6. Purchase program pins for swapping at tournaments
7. Coordinate and purchase jerseys for Learn-to-Skate, Intro-to-Hockey and Spring Challenge programs
8. Inventory goalie equipment at the end of the season. Upgrade, repair and replace as needed.

9. Coordinate purchase and distribution of all Program apparel.

- Select items to be offered
- Negotiate pricing with vendor
- Create brochure and order forms
- Place order with vendor
- Distribute purchased apparel to team mangers as orders are fulfilled.

10. Attend monthly association board meeting

11. Participates in month-end/year-end audits for the charitable gambling operation.

_____________________________________________________________________________________________

Ice Purchaser – 2 Year Term
POSITION DESCRIPTION: 

Responsible for purchasing and distributing of practice ice.

QUALIFICATIONS:

1. Need to be very well organized.
2. Must be persistent with rink managers.
3. Be able run and control ice meetings.
4. Computer skills such as Excel.

PRIMARY RESPONSIBILITIES:

1. Buying ice from 10 -12 different faculties.
2. Coordination of rink contracts with insurance certificates prior to start of season.
3. Inputting ice data onto spread sheets by times and dates for disbursement.
4. Checking and matching up billing to actual purchases of ice.
5. Approving bills for payment.
6. Coordination, scheduling and running of ice/coaching meetings every 5-6 weeks around leagues schedules.
7. Dealing with any or all issues pertaining with rinks or management.
8. Scheduling ice for all association level try-outs, practices and games 

9. Rescheduling of any changes in practice do to conflicts.
10. Selling unused ice to other programs and following up payments for such ice.
11. Preparing ice budget for the treasurer and President for up coming season.
12. Tracking of ice used per level for budgetary reasons to help with following year's budget.
13. Preparing year end report for board of directors.
14. Attend monthly association board meetings

15. Participates in month-end/year-end audits for the charitable gambling operation.

_____________________________________________________________________________________________

Age Level Directors – 1 Year Term except Mite & Girls Director – 2 Year Term
POSITION DESCRIPTION:

To serve as liaison between the Board of Directors, parents, coaches and managers at a single age level in the Program (Mite, Squirts, Girls, Peewees, Bantams and Midgets)

QUALIFICATIONS:

1. Good communication skills

PRIMARY RESPONSIBILITIES:

1. Act as the liaison between the Board, coaches, managers, and parents regarding rosters
2. Act as the liaison between the Board and parents regarding coaching issues
3. Act as the liaison between the Board and coaches regarding administrative issues 
4. Be generally available to parents; offer guidance and direction to parents as questions arise
5. Serve as member of Disciplinary Committee for issues related to participants at level represented
6. Perform collections activities on an "as-needed" basis

7. Attend monthly board meetings.

8. Participates in month-end/year-end audits for the charitable gambling operation.

_____________________________________________________________________________________________

Volunteer Coordinator – 2 Year Term

The Volunteer Coordinator shall oversee and track all volunteer hours required of the general membership by the Board of Directors.  He/She shall keep an accurate and up to date record of all the hours worked and the type of work performed.  The Board of Directors shall approve the record at the end of each season to verify that each family within the association meets all the minimum requirements.  
QUALIFICATIONS:

1. Ability to dedicate 4-8 hours per week to fulfill all responsibilities in a timely fashion.  

2. Effective verbal and written communication skills.

4. Excellent planning and organizational skills.                                                                            

3. Fundraising knowledge.

PRIMARY RESPONSIBILITIES:
1. Recommend, plan, market, promote and manage association fundraisers.

2. Advertise and sell association merchandise (apparel/warm-ups)

3. Establish committees to help plan and execute proposed events

4. Develop basic sponsorship proposals and seek funding or donations for various programs and or events.

5. Attend monthly board meetings and other committee meetings as needed.

6. Participates in month-end/year-end audits for the charitable gambling operation.

_____________________________________________________________________________________________

House Director – 2 year Term

This position is responsible to schedule referees for all House team age groups which in clued Mites, U8 girls and C Squirts.  This position will also coordinate community activities such as Parades, and the Super Saint Program.  (We need to talk about the changes)
QUALIFICATIONS:

1. Good communication skills

PRIMARY RESPONSIBILITIES:

1. Schedule referees for all Mite, U8, and C Squirt home games.

2. Attend Monthly Association board meetings

3. Participates in month-end/year-end audits for the charitable gambling operation.

_____________________________________________________________________________________________

Team Manager Positions – 1 Season Term
POSITION DESCRIPTION:

Liaison person for the team and between the Association and Coaching staff when necessary.  

QUALIFICATIONS:

1. Ability to dedicate 1 – 3 hours per week to fulfill all responsibilities in a timely fashion.  

2. Effective verbal and written communication skills.

4. Excellent planning and organizational skills.                                                                            

PRIMARY RESPONSIBILITIES:

1. Communicate association activities 

2. Tracking team parent volunteer hours and report to volunteer coordinator  

3. Schedule team locker room monitors, penalty box attendants, clock runners, book keepers for games, and tournaments.  

4. Collect player information for official team roster book and provide team roster stickers for games and tournaments

5. Communicate information to team for coaches when necessary.

6. Facilitate association fundraisers and apparel orders for team

7. Discuss with the coaches any specific requirements they may have.
8. Update team website with game and practice dates and times and misc info

9. Keep a contact sheet of all players and officials involved with the team. 
10. Participates in month-end/year-end audits for the charitable gambling operation.

_____________________________________________________________________________________________

Goalie Director – 2 Year Term
POSITION DESCRIPTION:  

Responsibilities include working with and developing all association goalies throughout the season.
QUALIFICATIONS:

1. Goalie skills knowledge and commitment to the sport
3. Excellent communication skills
4. Comfortable teaching player, coaches, parents and association members.

5. Attend monthly association board meetings

PRIMARY RESPONSIBILITIES:
1. Develop/execute training program for all association level goaltenders.

2. Participate in association goalie clinics

3. Evaluate all goaltenders and make recommendations as to an individual’s development.

4. Participates in month-end/year-end audits for the charitable gambling operation.

