Forest Lake Hockey Association
Board of Directors Role Descriptions for 2026 Election


Vice President of Hockey 

VP – Operations Responsibilities 
District 2 Forest Lake Association Representative/Voting Member (8 – 12 hours monthly and an additional 20-30 hours during Year End tournament in February)
· Attend all District 2 monthly meetings (3rd Sunday of the month)
· Bring forth questions and/or concerns from the association to other district representatives and leaders
· Point person for the association for all District and Minnesota Hockey rules/questions
· Executive Board oversight and District Representative for the District 2 Year End tournament held at the Forest Lake Hockey Association home rink(s)
· Work with the tournament director to execute Year End tournament 
· Must attend all tournament days in the event there is an issue that requires rep attention
· Prepare monthly summaries and provide updates as a regular FLHA open board meeting agenda topic for both other board members and FLHA families 
Chairperson of the Coach Selection Committee (35 - 40 hours during the months of August / September)
· Appoint the Committee Manager
· Attend all coach interviews
· Vote in the event of a tie
· Owner of the Coach Selection Committee Guidelines, responsible for maintaining the process and procedures for fairness, completeness, and effectiveness. Adjusting as the process or procedures as needed.
Executive Board oversight of Tryouts (20 hours June - August and 50 - 60 hours in September)
· Provide guidance and support to the Tryout Director during the design, planning and execution of tryouts
· Assist the Tryout Director in maintaining the Tryout Policy and Tryout Procedures documentation, adjusting both the policy and procedures as needed
· Attend all tryout sessions in the event there is an issue that requires Executive Board action
· Assist the Tryout Director with the execution of tryouts
· Ensure tryouts are conducted with utmost honesty and integrity
De-escalation Coordinator for VP – Business (7 hours per month)
· Receive one or two phone calls per month from VP Business with an immediate need to reduce the intensity and tension of any random situation
· Good listening skills a must
· Ability to think logically and maintain calmness when presented with facts in a “rapid fire” scenario
· Must have aptitude to discern that there is a valid point buried somewhere in the opening salvo
Team Level & Roster Size Working Group (4 – 8 hours over the summer)
· Voting member of the team level and team size off-season working group
· Potentially 20+ hours in phone calls, emails, general discussions - depending on member engagement after preliminary announcement
Miscellaneous Issues (8 hrs per week throughout the season)
Association Grievance Hearing Participation (4 hrs per season)
· Attend grievance hearings for the associations as requested by the Ethics Chair
· Make rulings based on the hearings
· Be comfortable delivering outcomes and decisions to parties involved

Registrar Secretary 

Position Summary 

The Registrar/Secretary is a main member of the Executive board of the hockey association’s Board of Directors, responsible for overseeing player USA Hockey roster creation, maintaining official records, and supporting the administrative operations of the organization.
[bookmark: _nozy8j1k3sdo]Registrar Duties (Heavy hours September-December)

· Create USA Hockey rosters and FLHA website rosters. 
· Maintain accurate and confidential records of players, coaches and volunteers. 
· Ensure compliance with governing body regulations and deadlines. 
· Coordinate with district officials regarding team rosters and coach certifications. 
· Respond to registration inquiries from parents and coaches. 
· Ensure players and coaches eligibility requirements including player birth certificates and coaches requirements. 


[bookmark: _odvi9hneldj8]Secretary Duties (20-30 hours/month through the year)
· Schedule and prepare agendas for board meetings.
· Manage where meetings are held monthly. 
· Record, prepare and distribute accurate meeting minutes. 
· Attend bi-monthly board meetings. 
· Maintain official association documents, policies and bylaws. 
· Manage incoming and outgoing association correspondence. 
· Ensure proper record retention and document archiving. 
· Assist with annual meeting preparation and documentation. 


Association Treasurer

Key Responsibilities

Weekly Tasks

• Process financial transactions using QuickBooks.
• Create and manage invoices through Crossbar.
• Process refunds as needed using Crossbar.
• Transfer funds between association accounts on USBank.com.
• Pay association bills using checks or credit cards.
• Review past-due invoices and implement collection procedures.
• Collect and organize receipts/invoices for all processed transactions.

Monthly Tasks

• Reconcile checking, savings, and credit card accounts at month-end.
• Prepare and submit agenda items for board meetings.
• Create and present financial updates for the board.

Yearly Tasks

• Oversee IRS and MN state tax filings in the fall.
• Complete the State of MN Annual Financial Statement Audit.
• Prepare and distribute 1099 forms for contractors/employees (January).
• Collect W-9 forms as needed.
• Request insurance certificates from USA Hockey (August).
• Manage the annual budget process, including creation and presentation (Spring).
• Process coach training reimbursement checks (January).
• Create, print, and mail calendar raffle and end-of-season player reimbursement checks
(January and March).
• Collaborate with US Bank on operational issues as needed.
• Approve team manager additions/removals from team checking accounts (October).
• Request and manage credit cards for new users as needed.

Key Metrics

• Write 650+ checks annually.
• Reconcile 1,500+ transactions annually.
• Process 12+ physical deposits yearly.

Preferred Skills and Qualifications

• Willingness to learn accounting (Quickbooks Online), banking USBANK.com, and
registration (SportsEngine) software systems
• Organizational skills with attention to detail.
• Experience in communicating with Accountants or people in Finance is helpful but not
required.
• Ability to communicate financial information clearly to the board of directors.
• Understanding or willingness to learn financial reconciliation processes and standard
reports like a P&L statement.
• While an accounting or finance background is helpful, it is not required.


Teams Treasurer

[bookmark: _2mh60qsuihpy]Teams Treasurer Responsibilities/Overview 
· Serves as the financial lead for the Forest Lake Hockey teams, managing all team-related finances.
· Handles heavy workloads at start and end of season (40+ hours each period) and 3–5 hours weekly during the season.
· Manages team bank accounts, including setting up accounts and ensuring each team has a manager assigned.
· Coordinates with US Bank to connect managers with the banker and complete account setup.
· Distributes checkbooks to team managers once documentation is finalized.
· Attends coach and manager meetings to provide guidance and answer financial questions.
· Maintains ongoing communication with managers throughout the season.
· Creates detailed budgets for each team, including tournaments, ice time, referee fees, and game costs.
· Provides individual tracking sheets and a shared drive folder for managers to log receipts and maintain bank registers.
· Reviews and reconciles each team’s account regularly, verifying accuracy of all transactions.
· Conducts end-of-season audits comparing budget projections to actual ice usage and expenses.
· Attends two association meetings monthly (working meeting and open meeting).
· Collects and distributes sponsor checks sent to the association for specific teams.
· Collects payments for in-house tournaments (e.g., pond hockey events).
· Ensures transparency, compliance, and clear communication between parents, coaches, managers, and the association.

Girls’ Hockey Director 

Position Overview 
The Girls’ Hockey Director is responsible for overseeing all aspects of the girls’ hockey program within the Forest Lake Hockey community. This role ensures strong program structure, consistent communication, and alignment between teams, coaches, parents, and leadership committees. The Director provides strategic direction, operational support, and administrative leadership for all girls’ teams, including traveling and developmental levels.

Key Responsibilities
· Oversee and manage the activities of the girls’ teams 
· Work collaboratively with the Varsity and JV coaching staff to coordinate, align and standardize systems, expectations, and development models
· Attend bi-monthley board meetings a provide updates to the Board
· Maintain consistent communication with coaches, parents, and players to ensure clarity, support and program alignment 




Fundraising/Volunteer Director 

Role Overview
The Fundraising/Volunteer Director shall oversee the development, implementation, and
coordination of all fundraising activities in accordance with charitable gambling and charitable
solicitation laws (12 B. C. D. E.). No solicitation for money, prizes, or other items will be
permitted without the authorization of the Board of Directors, with the exception of postseason
tournaments and team sponsorships. The Fundraising/Volunteer Director shall perform other
duties as prescribed by the Board or by the President.

Sponsorship Management
• Develop, maintain, and grow the association’s sponsor relationships through consistent
outreach, follow-up, and stewardship.
• Create and manage tiered sponsorship packages across all activities and ensure all
offerings are approved by the Board.
• Coordinate sponsor recognition across all channels, including jersey logos, dasher board
signs, website listings, social media, and event materials.
• Route and manage all sponsorship inquiries, ensuring consistent communication and
accurate record-keeping.
• Negotiate and execute sponsorship agreements
• Identify and pursue new sponsor prospects annually, while maintaining relationships with
existing donors and partners.
• Coordinate program listings on the association website as an additional revenue stream.
Golf Tournament Coordination
• Lead planning and execution of the annual golf fundraiser in collaboration with the golf
tournament committee.
• Identify, solicit, and confirm hole sponsors, presenting sponsors, and event-level
sponsors.
• Coordinate event logistics including flyer creation, communication to sponsors, and day-
of volunteer staffing.
• Track fundraising totals and report results to the Board following the event.
Fundraising Campaigns &amp; Platforms
• Explore and recommend new fundraising opportunities, such as test drive events, team
yearbooks, and ad sales, for Board approval.
• Track and report on all fundraising revenue to support the annual report and Board
transparency goals.


Volunteer Recruitment; Coordination
• Recruit, train, and manage volunteers for all association events and ongoing needs,
aligning volunteers with their interests and availability.
• Develop and maintain the volunteer portion of the Handbook, Volunteer Waiver, and
other educational materials in conjunction with the organization’s legal counsel.
• Oversee scholarship committee, support coordination and promotion of application and
processes.

Annual Reporting; Communications
• Compile and distribute the annual report, including fundraising totals, concession
earnings, sponsor highlights, and a summary of how funds were used.
• Collaborate with the communications coordinator on sponsor visibility, acknowledgment
communications, and thank-you outreach.
• Write and maintain sponsorship landing pages, donor outreach letters, and other
fundraising-related content.
• Ensure financial transparency by communicating fundraising goals, results, and fund
allocation clearly to the membership.
Committee &amp; Administrative Duties
• Identify, recruit, and onboard fundraising committee members, including roles such as
sponsorship coordinator, scholarship committee manager, and solicitation sub-
committee.
• Oversee the solicitation sub-committee, tracking outreach activity and supporting
members with tools and talking points for making sponsorship asks.
• Attend and contribute to Board meetings, providing regular updates on fundraising
progress, sponsor pipeline, and volunteer program status.
• Maintain accurate records of all sponsor agreements, donor contacts, campaign results,
and volunteer rosters.



Recruitment/Retention Director 

[bookmark: _5h1wsjoi978w]Summer / Fall Responsibilities
· Collaborate with the Events Coordinator and Events Committee to plan, schedule, and execute recruitment and community-engagement events.
· Coordinate association participation in:
· 4th of July Parade
· Gear Swap Nights (minimum of 2)
· Girls Hockey Night (in partnership with the Girls Director and 8U Coordinator)
· Fall Try Hockey for Free Nights (minimum of 2)
Recruitment booths at local festivals and parades
· Plan and run seasonal family events:
	Halloween Skate
	Santa Skate 
[bookmark: _bh6tr18oaol2]Hockey Program Coordination
· Little Wild Program
· Coordinate and operate the Little Wild learn-to-play program hosted in Forest Lake for new-to-hockey players.
· Junior Rangers Program
· Promote and manage Intro to Skating/Hockey programs in partnership with Community Education
· Maintain a strong, collaborative relationship with Community Education to support growth
· Provide weekly communication to Jr Rangers families, coaches and volunteers
· Assist with weekly on-ice planning and coordination 
· Train volunteers in basic coaching and skating instruction using USA Hockey Learn to Skate Curriculum 
· Oversee Jr Rangers gear program
· Spring Hockey Programs 
· Run, coordinate and manage: Spring Jr Rangers, Mites 4v4 league, and Squirt/10U Spring League
Event Development and Additional Recruitment Initiatives
· Hockey Day Forest Lake 
· Sprint Try Hockey for Free
· Skate it Forward Initiative 

Tryout Director 

Tryout Director Job Description

Tryout Operations Management (40 hours/week during tryouts x 3 weeks)
· Responsible for overseeing all tryout operations before the start of
the regular season. This role includes several key duties to ensure a smooth and
organized process. The Tryout director is present at the rink during all tryout ops and
evaluations sessions.

Evaluator Coordination (10-15 hours)
· Secures evaluators who are approved by the board to fairly assess participants during tryouts.

Collaboration with VP of Hockey Operations (5-10 hours/week during tryouts)
· Working closely with the Vice President of Hockey Operations, the Tryout Director
finalizes the tryout format and schedule, manages the software used for scoring and
organizing groupings for all evaluated sessions, and asses finalize the policies and
procedures for tryouts.

Committee Formation and Management (8 hours)
· A committee is formulated to assist with essential tryout tasks, such as staffing the
check-in table, distributing tryout jerseys, collecting jerseys after tryouts conclude, as well as washing and organizing the jerseys.

Volunteer Coordination (4 hours)
· The Tryout Director is responsible for securing volunteers to provide on-ice assistance
during both the skills and Battle Day sessions.

DIBs Volunteer Scheduling (2 hours)
· A schedule is developed and maintained to ensure all necessary DIBs volunteer hours
are filled throughout the tryout process.

Communications (1-2 hours/day during tryouts & amp; 5 hours/week during the weeks leading up and following tryouts)
· The Tryout Director is responsible for providing consistent and timely communications to
all members participating in tryouts. These communications include essential
information regarding the tryout schedules, groupings, and updates on the finalized team
placements. The goal is to ensure that participants are well-informed throughout the
entire tryout process, minimizing confusion and facilitating smooth operations.

Director of Scheduling 

The Scheduling Director plays a key leadership role in coordinating ice scheduling and volunteer hour management across the Forest Lake Hockey Association. This position serves as the central liaison between the Board of Directors, scheduling staff, and FLHA families, ensuring operational efficiency and clear communication throughout the season.
The areas of responsibility include the following:

Board; Facility Liaison
- Serve as the primary contact for all volunteer hour inquiries from families and the Board
- Serve as the primary contact for all ice scheduling inquiries from families, teams, the Board
- Act as the main point of contact for the Forest Lake Sports Center regarding scheduling matters at the rink
- Attend board meetings and provide regular updates on scheduling and volunteer operations
- Support communication between the Board and key scheduling roles

Ice Scheduling Oversight
- Supervise the Ice Scheduler and ensure weekly alignment with season goals
- Collaborate on setting season parameters in Avario based on budget and board directives
- Track and review ice allocation across teams to ensure fairness and consistency
- Address team scheduling issues and complaints throughout the season
- Manage ice agreements with external facilities including Lumberyard, Super Rink, Chisago
- Communicate relevant Forest Lake Sports Center updates to FLHA families
- Support communication between the ice scheduler &amp; the Tournaments Director to ensure alignment on Travel Team tournament schedules

Develop, coordinate; publish schedules for:
- Fall Clinics
- Travel Team Tryouts/Mite Evaluations
- FLHA Tournaments/Jamborees
- Spring League/Junior Rangers
- District Playoffs, Regions, State Tournaments (as applicable)

Volunteer Hours Coordination
- Work with the Board of Directors to identify volunteer hours requirements for upcoming events
- Oversee the Dibs Coordinator providing guidance and support in creating; posting schedules
- Oversee the Concessions Scheduler providing guidance and support in creating; posting schedules
- Ensure timely creation and posting of volunteer schedules for events
- Resolve issues and complaints related to volunteer assignments and concessions staffing

Direct Reports
- Dibs Coordinator
- Concessions Scheduler

