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Executive Position: Registrar

Skills
· Proficiency in Microsoft Word and Excel, as well as RAMP software is an asset 
· Strong organizational and documentation skills are required 
· Must have the ability to meet deadlines  
· Must possess strong interpersonal skills while representing the organization
· Comprehension of Ontario Women’s Hockey Association (OWHA) rules and regulations is required
· Must have good financial sense 

Position Description
· Update RAMP for online registration including divisions, fees, and set up packages
· Submit Intent to Register midsummer (Deadline) 
· Re-categorize teams as required (Deadline)
· Determine roster size during tryouts in collaboration with coaching staff, president and vice president 
· Register new teams as required with RAMP & OWHA
· Send email to OWHA for any changes required to registration 
· Roster all teams on RAMP, submit electronically to the OWHA for approval
· Track Permission to Skate forms 
· Track players release forms 
· Track registration numbers from April until September and report at monthly executive meetings
· Ensure all players are registered before first ice time to comply with insurance requirements 
· Send Bond payment to OWHA for teams competing at Provincials
· Transfer players in and out of the Association in RAMP system 
· Attend monthly executive meetings 
· Assist with all fundraising events
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