[image: ]

Job Title: Director of Operations  
Reports To:  Manager, Development & High Performance
Director of Operations – Key Responsibilities
Administrative Duties
· Prepare key camp documents such as schedules, rosters, rooming lists, and evaluation forms, in coordination with Hockey NL.
· Organize regroup sessions prior to team competitions, including ice bookings, travel, accommodations, and meeting rooms.
Communication & Coordination
· Maintain timely communication with parents about camps, events, and player updates.
· Provide clear and consistent updates to staff.
· Coordinate with support staff and ensure everyone understands their roles before and during camps.
Camp & Team Support
· Support camp logistics including managing nutrition tables, recording evaluations, and communicating with facility staff.
· Be available for all travel and team-related commitments.
Professional Expectations
· Demonstrate strong organizational and communication skills.
· Maintain a high level of commitment to program goals.
· Abide by Hockey NL policies and procedures.
· Proficient in basic Microsoft Word and Excel.
*Staff are expected to foster a team culture that aligns with and upholds the values and standards established by Hockey NL, demonstrating professionalism at all times by setting a high standard for behavior, preparation, and conduct that reflects positively on the Program and its participants. Staff must also act as positive ambassadors for Hockey NL, representing the organization with integrity and respect in their role as High Performance Team leaders.
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