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	.                          Director

Duties and Responsibilities

	

	

	By Bob Strawman       

	As of October 10, 2009


This document provides a job description as well as details of the general duties for the BAHA Ice Coordinator position of the Bloomington Amateur Hockey Association.

1) BAHA Ice Coordinator Job Description
i) The BAHA Ice Coordinator responsibilities are as follows:

(a) Act as the liaison between Bloomington Ice Garden and the Kennedy and Jefferson youth hockey associations for ice issues.

(b) Equitably distribute the ice from Bloomington Ice Garden to the Kennedy and Jefferson youth hockey associations, based upon the approved distribution percentages.
(c) Distribute ice to tournament directors for tournament dates.

(d) Coordinate the return of unused ice back to BIG.
(e) Schedule Tryout Ice with BIG and the associations.

(f) Properly maintain the database of BAHA ice.  Reconcile the hours assigned to BAHA with BIG and with each of the associations whenever hours are added or returned.
(g) Invoice the associations and BAHA tournaments for ice used on a monthly basis, upon receipt of the monthly ice invoice from the City of Bloomington.
(h) Attend BAHA Board Meetings
2) Term Length

i) The BAHA Ice Coordinator position is a minimum 2 year term, appointed by BAHA president and approved by the acting BAHA board members. 

3) Timeline

i) May

(a) Attend BAHA Board meeting.

(b) Schedule Tryouts for Jefferson and Kennedy with BIG.  Verify with the association presidents that prior year schedules are satisfactory for the upcoming year.

(c) Forward Tryout schedules to Jefferson and Kennedy Association presidents.  Note that the times are subject to change until the final ice schedule is delivered to BAHA.

(d) Request the prior season player totals from each association.

(e) Calculate the Ice Distribution Percentages for each association based upon the prior season player totals.

(f) Communicate the Ice Distribution Percentages to the Association presidents, ice coordinators and the BAHA Board.

(g) Update the Ice Distribution spreadsheet.

ii) June

(a) Attend BAHA Board meeting.

(b) Remind BIG that BAHA wants as many ice hours as possible (especially during the week) for the upcoming season.
(c) Communicate to BIG the BAHA tournament dates.  Remind them we need as much ice as possible during the tournament dates.
iii) July

(a) Attend BAHA Board meeting.
(b) Request an import file for September, October and November ice from BIG
(c) Import the file by rink into MaxEnterprise.
(d) Match/Assign the Tryout Schedule to the hours in MaxEnterprise.

(e) Issue a Tryout Ice report from MaxEnterprise to the association presidents and ice coordinators.  Request that they review the schedule and respond with any changes within one week.

(f) After confirming the Tryout ice schedule, assign September, October and November ice to Jefferson and Kennedy in MaxEnterprise, using the Ice Distribution spreadsheet for each day’s unassigned ice.
(g) Create an export txt file with Tryout ice and an export txt file with non-Tryout ice for September, October and November for each association.
(h) Email the export txt files and Activity Reports for September, October and November to the Jefferson and Kennedy Ice Coordinators.

(i) Remind the Ice Coordinators of the Ice Return Policy.

iv) August

(a) Attend BAHA Board meeting.

(b) Upon receipt of the MaxEnterprise Annual Service Agreement, split the invoice into 3 equal parts and send the invoice to BAHA, Kennedy and Jefferson Treasurers.

(c) Process any returned ice from Jefferson and Kennedy back to BIG.
(d) Verify Tryout Ice against Tryout Schedules posted on the Jefferson and Kennedy websites.
v) September

(a) Attend BAHA Board meeting.

(b) Request an import file for December, January, February and March ice from BIG

(c) Import the file by rink into MaxEnterprise.

(d) Assign all the ice during the tournament dates to the appropriate tournament in MaxEnterprise.  Create reports for all the ice during each of the tournaments at BIG.
(e) Send the reports to the respective Tournament Directors.  Remind the Tournament Directors of the return policy.

(f) For the remaining non-tournament ice, assign the ice to Jefferson and Kennedy in MaxEnterprise, using the Ice Distribution spreadsheet for each day’s unassigned ice.
(g) Create an export txt file with the ice for December, January, February and March for each association.

(h) Email the export txt files and Activity Reports for December, January, February and March to the Jefferson and Kennedy Ice Coordinators.

(i) Process any returned ice from Jefferson and Kennedy back to BIG.

(j) Request that the Ice Coordinators send BIG a report of team assignments for September and October so that BIG can post assignments on the monitors.
vi) October

(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.
(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.
(f) Process any returned ice from Jefferson and Kennedy back to BIG.

vii) November

(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.

(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.

(f) Process any returned ice from Jefferson and Kennedy back to BIG.

viii) December

(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.

(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.

(f) Remind Ice Coordinators of the Ice Return Policy

(g) Reassign all unused tournament ice to Jefferson and Kennedy.

(h) Process any returned ice from Jefferson and Kennedy back to BIG.

ix) January

(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.

(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.

(f) Process any returned ice from Jefferson and Kennedy back to BIG.

x) February
(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.

(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.

xi) March
(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.

(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.

xii) April
(a) Attend BAHA Board meeting.

(b) Confirm prior month ice hours with BIG for billing purposes.

(c) Upon receipt of Ice Invoice from the City of Bloomington, reconcile the Invoice to the data in MaxEnterprise.

(d) Create an Invoice and Billing Reports to send out to Jefferson, Kennedy and BAHA Treasurers equal to the amount billed by the City of Bloomington.

(e) Email Monthly Ice Invoice and Billing Reports to association treasurers.  Copy association ice coordinators and presidents.
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