
Waterloo Minor Hockey Ice Scheduler
KEY AREAS OF RESPONSIBILITY
· Negotiate ice allocation with City of Waterloo

- arrange in March-June of previous year

- ongoing as changes occur

- request tournament and tryout ice in early January.

· Maintain ice book in an accurate manner to reflect all ice purchased by Waterloo Minor Hockey both in hard copy and on the website.

· Schedule ice time to the various leagues, divisions and teams at two different levels of hockey, Representative and Recreational, which make up the Waterloo Minor Hockey Association.

· Effective administration through good communication with all members of the Board of Directors, Convenors, various leagues, divisions and teams of Waterloo Minor Hockey as well as the Alliance of Ontario.

· Process monthly the pay sheets for all officials within the organization and ensure pay deposits are prepared. Inform WMGHA their portion of the monthly payroll totals.
· On Call 24/7 during hockey season. 

REPRESENTATIVE DIVISION – 30-34 teams
Ice / Tryouts
· Co-ordinate ice time for mini camps as well as tryouts in April, August and September.

· Prepare and distribute tryout schedules for AAA, AA, A, MD

Ice Time/Regular Season
· Assign practice times for all teams

· Attend all Rep scheduling meetings and Alliance Structure meetings.

-Fri/Sat in August (location determined by the Alliance)

-Weekday in September for MD League

· Co-ordinate all REP schedule changes with other centres’ ice schedulers for bad weather, tournaments, scheduling errors etc.

· Maintain team calendars and Website to provide teams with accurate schedules for practices and games.

· Log all tournaments per travel permits

· Notify all coaches, managers, convenors, referees, timekeepers, Alliance office of any and all changes to schedule. Daily on website as changes occur.

· Ensure website data is accurate for Arena staff to access for their purposes.
Ice Time/Playoffs
· Schedule all series with other centres’ ice schedulers and complete playoff contracts by team per series.

· Assign practice ice for all teams.

· Co-ordinate playoffs with any conflicting team tournaments.

· Keep all convenors informed of upcoming series.

RECREATIONAL LEAGUE -12 divisions
· Schedule ice time for player evaluation sessions.
· Assign ice times to various divisions, schedule games, practices and playoffs for each division to meet the requirements for the season. 
· Maintain all game and practice information in the website accurately to eliminate the requirement for paper schedules.

· Schedule Christmas House League Tournament as well as the Year End House League tournament.

TOURNAMENTS
· Arrange tournament ice with the City for all tournaments held in Waterloo, (Memorial, Gold Puck, Christmas House League, House League Year End).
· Do schedules for the Memorial and Gold Puck tournaments with assistance from Board member.

CORRESPONDENCE
· All inter-city correspondence re ice time

· Requests from coaches for ice time

· All correspondence requested by the President, Vice-President and Directors

REPORTS
· Prepare monthly report for Board 
APPROXIMATE HOURS 

· The number of hours is 800-900 per season plus hours needed to do officials payroll 
· July, August, September, October and November are the heaviest as the season begins and tournament schedules are prepared. AAA scheduling done via email in July with AA meeting held in August to schedule games.  MD scheduled via email in late August
· December – March involve reseeding of the AA/A divisions as well playoffs for all Rep teams along with the regular maintenance of the website for changes and additions for House League as ice becomes available.
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