Seeking General Secretary for NZ Ice Hockey
We are seeking a keen & enthusiastic administrator to run the daily affairs of our dynamic sport. Take charge of the administration of ice hockey in New Zealand.

Location	Your home
Type		Contract
Pay		$22.50/hour
Term		21 weeks extendable if additional funding is found.

Duties Responsibilities
· Provide support for portfolio holders to prepare budgets, apply for funding & organize U13, U16, U20, Women & Men’s National Championships
· Prepare reports for & liaise with IIHF, Asian Strategic Planning Group, Sport New Zealand, NZ Olympic Committee.
· Support National Team managers with documentation, travel, funding, uniforms, reporting.
· Ensure Web Site is relevant & kept up to date
· Oversee introduction of IIHF Hydra online statistics software
· [bookmark: _GoBack]Update NZIHF data bases 
· Support Coach, referee & learn to play initiatives
· Manage identification, selection & travel of participants for Vierumäki Camps
· Review & recommend changes to constitution, bylaws and policies
· General administration duties

Skills Experience
· Love of ice hockey
· Strong skills within the MS Office suite
· Strong attention to detail and accuracy.
· The ability to effectively organise your day and to multitask
· Fast and accurate typing speed

This is a great opportunity to showcase your considerable administrative flair!

Email your C.V. to president@nzicehockey.co.nz before 21 September 2013
