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Executive Volunteer Position: Ice Scheduler

Skills
· Proficiency in Microsoft Word and Excel, as well as RAMP and/or scheduling specific software is an asset 
· Strong computer skills and website management knowledge
· Proficiency in social media platforms is an asset 
· Strong organizational, communication, language, attention to detail, and problem-solving skills are required
· Must possess strong interpersonal skills while representing the organization
· Must have the ability to meet deadlines  

Position Description
· Negotiate and procure ice time from local rinks 
· Attend scheduling meetings as required, which may involve travel to required out of area locations 
· Work in collaboration with the treasurer and executive to determine and monitor the Association’s ice time budget 
· Recommend and assist in development of policies for ice time allocation 
· Maintain positive relationship with partnering municipal recreation staff and referees
· Responsible for scheduling team practices, games, and tournaments 
· Requests officials/referees for all games and verifies the referee schedule on a weekly basis
· Inputs ice availability, games, practices and tournaments into the website
· Communicates all schedule information and updates 
· Responds to requests for changes or cancellations, negotiates with teams or other centres to reschedule games, inputs changes and communicates changes
· Review and approve invoices for the use of ice and officials
· Ensure ice allocation is fair
· Provide projections for ice time usage and officials to preparing for the annual budget
· Attend monthly executive meetings and annual general meetings 
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