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Bow Valley Hockey Society Manager of Hockey Operations 

Reporting to the Board of Directors and primarily to the Executive, the Bow Valley Hockey Society (BVHS) 

Manager of Hockey Operations is responsible for a wide range of duties related to the day-to -day 

operations of the Hockey Society.  The Manager of Hockey Operations is also responsible to manage and 

facilitate all the player and coach development initiatives for the society.   

As a highly organized individual, the MHO possesses excellent office management skill, good 

communication skill, good computer skill and a passion for minor hockey.   The MHO must also possess a 

strong hockey background in coaching and instructing players of all ages and abilities.    

Background 

BVHS was established in 1987 and today consists of over 1050 members, playing on 67 teams in Timbits 

to Midget.  Communities that make up BVHS are: Auburn Bay, Cranston, Douglasdale, Mahogany, 

McKenzie Lake and Seton. 

BVHS Mission:  BVHS is committed to providing players an opportunity to grow as individuals and gain 

self-esteem through a positive hockey experience that emphasizes fun, participation, development, safety 

and respect.  BVHS will strive to accomplish these goals in a consistent, transparent and collaborative 

environment that encourages the participation of coaches and parents. 

 

1.    MANAGERIAL DUTIES 

a) Annually, create and execute strategic plan for the Bow Valley Hockey Society with input from the 

Board of Directors and Members.  Ensure BVHS is operating according to our mission, vision and 

values. Forecast any foreseeable issues, changes or needs.   

b) Manage the day to day operations of the Society and oversee the Office Staff including Manager, 

Operations and Registrations, as well as the BVHS Manager, Office and Finances.   

c) Maintain, evaluate and recommend changes to the Society’s Policies on an annual basis.  Work 

with the Manager, Office and Finances to ensure these changes are reflected in posted Policies 

and Procedures on the BVHS website and email communications.  

d) Measure programming success; create new development programs as needed.  

e) Communicate and liaison with President, Board Members, Key Volunteers, BVHS Members, 

Hockey Calgary, Hockey Alberta, Hockey Canada, Trico Centre, other Arenas, and other Calgary 

Hockey Associations; 

f) Attend Hockey Calgary, and Hockey Alberta Meetings as needed per the direction of the BVHS 

President.  
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g) Attend the BVHS Board Meetings and AGM on an Annual Basis.  Ensure anything that needs to be 

discussed is included and any supporting documentation is circulated to the board in advanced of 

the meeting. 

h) Facilitate and Manage Contracts with Apparel Provider, Sponsors and Partnerships. 

i) Work on ensuring BVHS Brand is continually noticed in and around arenas and always evolving. 

2.        FINANCIAL RESPONSIBILTIES 

a) Create the Society’s annual operating Budget in conjunction with the Manager, Office and 

Finances along with the Society’s Treasurer.  Propose an annual budget in June for the Board of 

Directors Approval. 

b) Work with the BVHS Manager, Office and Finances and Treasurer on the Monthly Budget Updates.   

c) Create and Maintain the Society’s Capital Plan for Equipment. 

d)    Reconcile the Manager, Office and Finances Program Summaries to ensure the information is 

captured properly for revenue sharing and accounting purposes.  

e)    Oversee the Casino and Vehicle Raffle Applications and ensure we follow the Guidelines around 

all Fundraising initiatives to ensure the Society is in compliance with the AGLC. 

f)   Work with the BVHS Manager, Office and Finances to create an annual cost per a player summary 

and provide a recommended player fee in relation to previous years cost per a player and 

Operating Budget.   

3.      EVALUATIONS 

a) Facilitate the overall evaluations process for the Bow Valley Hockey Society. 

b) Create the BVHS Evaluations Schedule in accordance to the BVHS Evaluations Policy and BVHS 

Evaluations Guidelines Document.  

c) Work with the BVHS Office Staff to ensure that schedules are properly imputed into OneClick and 

VolunteerLocal.   

d) Setup OneClick for Evaluations and ensure that it is order for the Evaluations Administrators to 

use at the start of evaluations. 

e) Create all Eblast templates for evaluations to ensure that members are aware of how the process 

works as well as ensure our coaches receive as much info as possible to make their job easy. 

f) Ensure the Age Group Registration Summary and Age Group Grids are updated and followed 

throughout the evaluations process. 



POSITION DESCRIPTION  

Bow Valley Hockey Society Position Descriptions March 16, 2018 

g) Respond to evaluation process questions and direct issues to the Evaluations Administration 

Support team. 

h) Work in conjunction with Office Staff to hire, train and retain Evaluations Support in both contract 

and volunteer positions. 

i) Evaluate ice times and ensure players are given a fair evaluation and policy is followed in the 

evaluations process.  Be the main lead in knowing how to run, and setup the Fusion Sports Lasers 

and Software.  

j) Facilitate group discussion after each ice session to ensure every kid has an opportunity to be 

placed fairly. 

k) Evaluate the evaluation data and make changes as necessary.  Look for deviations and make 

decisions as to whether or not the data should be kept or thrown out.   

l) Work in conjunction with the Director of Goaltending and Goalie Consulting Group to ensure 

Goalies are evaluated fairly throughout the Evaluations Process. 

m)  Make the final decision per Policy and Past Player Exit Evaluations as well as personal 

observations as to what players are to move up or down after each Session. 

n) Facilitate the final team placements and make the final decision on teams with the support of the 

Age Group Director and VP On Ice. 

o) Manage and staff team formations.  Responsible that team formations are impartial and fair to all 

participants.  

4.     HOCKEY OPERATIONS 

a) Participate on BVHS working committees; 

b) Mentor and assess coaches – practice and game situations – resolve issues; 

c) Work with Coaches and run two practices for each team on an annual basis. 

d) Observe and evaluate team practices and games regularly. 

e) Administer BVHS hockey clinics. 

f) Create and Evaluate BVHS coach surveys and work with the BVHS Manager, Operations and 

     Registrations to ensure they are created, distributed and evaluated per the BVHS Important 

     Dates document. 

g) Create and Evaluate BVHS Player Exit Evaluations and work with the BVHS Manager, 
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      Operations and Registrations to ensure they are created, distributed and evaluated per the  

      BVHS Important Dates document. 

h) Maintain and organize player information; 

i) Coordinate BVHS on-ice skills testing;  

j) Manage all Programs for BVHS and be the Lead Instructor for all Programs. 

k) Create Coach, Manager and Parent Presentations for Coach/Manager Meetings and or for 

educational purposes.  

l) Facilitate and Assist with Timbits Parents Meetings in October. 

5.       ICE SCHEDULING 

a) Schedule and assign all BVHS ice for Evaluations, Games and Practices throughout the season.  

Book all Spring and Summer Ice for Programs. 

b) Continually try to find new partnerships and or ice that can be picked up for BVHS Purposes. 

c) Provide Ice Allocation Summaries after the Regular Season Allocation to the membership to 

ensure transparency in regards to equal ice allocation on a yearly basis. 

d) Facilitate the practice ice allocation during EMHW and Playoffs and ensure teams in finals have 

access to ice to use as they work towards winning championships.  

5.      TOURNAMENTS 

a) Facilitate BVHS Tournaments and be responsible for the Budget of each tournament. 

b) Complete Sanction Applications through Hockey Calgary 

c) Look after completing and circulating the Tournament Schedules. 

d) Work in conjunction with the Tournament Committees and Office Staff to ensure tournaments 

run smoothly. 

e) Assist in the implementation of each tournament and assign volunteers and staff to assist as 

needed. 

f) Ensure HC Guidelines are followed in regard to game sheet entry, suspensions etc. 

6.       STAKEHOLDER (MEMBERSHIP) COMMUNICATION 

a) Preparing and distributing e-blasts to the association members as needed. 

b) Ensure all the information on the website is current and working to ensure all Policies and 

Procedures are followed and available to the membership. 
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7.        TEAM LISTS, AFFILIATION AND TEAM MANAGEMENT PROCESS 

a) Provide guidance and direction to the BVHS Manager, Operations and Registrations on how to Set 

up team affiliation lists and ensure they are submitted by established deadline. 

10.      OTHER DUTIES AS ASSIGNED 

a) Ensure that all information is backed-up for BVHS; and other services as may be requested, from 

time to time. 

b) Assist in keeping the BVHS storage facilities clean and organized. 

c) Assist with equipment return and pick up nights as needed. 

d) Attend the Hockey Calgary Awards Gala annually as a representative of BVHS depending on date 

of event and programs taking place.   

 

 

 

 

 

 

 

 

 

 

 


