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	Jefferson Hockey booster Club

	JHBC Manager Coordinator Duties and Responsibilities

	

	

	By Craig Bentz

	07/10/2009


This document provides a job description as well as details of the general duties for the Manager Coordinator position of the Jefferson Hockey Booster Club.

1) JHBC Manager Coordinator Job Description
i) The Manager Coordinator responsibilities are as follows:

(a) Conduct team manager meeting at beginning of JHBC hockey season following the boys and girls team tryouts (usually second Tuesday of October)

(b) Prepare one 3 ring binder notebook for each team manager.
(c) Update manager’s kick off meeting agenda.

(d) Update manager’s duties and responsibilities and post on “Team/Managers Resources” tab on the web site.

(e) Support all manager documents on web site.
2) Term Length

i) The Manager Coordinator position is a minimum two year term, appointed by JHBC president and approved by the acting JHBC board members. 
3) Timeline
i) September

(a) Attend JHBC Booster club meeting to determine initial number of teams for each boys level and which girls team will JHBC be sponsoring.
(b) Buy supplies for notebooks (average 14 teams).
(c) Coordinate with JHBC president the date of the manager’s meeting (usually second Tuesday of October)
(d) Reserve dance studio meeting room by BIG 2 rink.

(e) Print meeting and team manager duties.
(f) Build notebooks with tab.
(g) Invite Key people to manager’s meeting (Pres, VP, Treasurer, TCF Bank Rep., Registrar, Ice Coordinator, Fund raising Rep, Jersey Coordinator, etc.

(h) Order Captains and Assistant Captains Letters for Jerseys (Typical – 1 Captain and 2 Assistant) but order extra of each because Coaches change that all the time. 
ii) October

(a) Attend JHBC Booster club meeting (team update).
(b) Conduct Team Manager’s meeting.
(c) Update and distribute Coaches/Team Managers email/phone list.

(d) Distribute VFW patches to Bantam A Team to sew on Jerseys.
iii) November - February
(a) Keep team managers informed of all updates.
(b) Inform team managers to attend Tournament shift draw for Bantam, Squirt, Rec Tournaments.  Date to 
iv) March

(a) Set up Post season manager’s meeting to collect books, birth certificates, and consent to treat.
4) Build Manager Notebooks

i) Materials to buy:

(a) Buy 3 inch wide 3 ring binders (Qty depends on number of teams).
(b) Pencil pockets (holds receipts, checkbook, and pens).

(c) 8 tab clear section dividers (Office Depot).
(d) Avery 5163 White Mailing Labels (size 2 x4) (for game stickers).
(e) Avery 8871 Clean Edge Business Cards (for parent’s billfolds with player’s numbers).
(f) White printer paper.  (Ream)
(g) Clear sheet protectors  (200 plus)
(h) Build notebooks  (refer to Template book)
(i) Print Master sheets for notebooks

(j) Print section tab labels
(k) Install section tabs with cover sheet (Items listed under each TAB)
 Notebook Tabs:

1. Schedule

i. Team Roster

ii. Web Calendar

iii. League Schedule

iv. Ice Coordinator Handout

2. Games

i. Game Volunteer Log Sheet

ii. Scrimmage Log Sheet

iii. D6 Score Sheets

iv. D6 Game Format

v. Game Roster Stickers

vi. Scoreboard Operation

3. Tournaments

4. D6

i. Official Roster

ii. Consent to Treat Form

iii. Birth Certificates

iv. Referee Rate Sheet ( Update off D6 Web site)(Rates change each year)

v. Coaches cards

5. Budget

i. Team Budget

ii. Treasurer Information

6. Manager

i. Team Manager’s Info Sheet

ii. Team Manager’s Duties & Responsibilities

iii. Coaches/Team Manager List

7. Misc

i. Team Volunteers

ii. Skate Program

iii. Pins

iv. Sponsor

v. Discipline Policy

vi. Codes of Conducts ( must be signed by Coaches, Parents, and Players)

vii. Chuck-A-Puck

5) Install Pencil Pocket - (Load with 4 Pens)

6) Update JHBC Position List  -(Name, Phone, email)

i) President

ii) Vice President

iii) Treasurer

iv) Registration Coordinator

v) Web Master

vi) Tournament Volunteer Coordinator

vii) Ice Coordinator

viii) D6/HEP Coordinator (JHBC Vice President)

ix) JHBC Board

x) Team Sponsor Coordinator

xi) Academic Recognition and Skate Coordinator

xii) Jag Pins

7) Submit Receipts to Treasurer for Reimbursement.
8) Contact Web Manager for Access to Managers Resources Web page.

9) Update Team Manager’s Duties & Responsibilities Document up to date on Web Site.
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