
Division Manager Job Description  
 

Division Manager Position Summary: 

The Division Manager plays a critical role within BFIHA by overseeing the operational 
and administrative aspects of their assigned division. Acting as a liaison between the 
association, team managers, and governing bodies such as BFIHA and PCAHA, the 
Division Manager ensures that all teams within the division are well-supported and 
operating in compliance with organizational and league policies.

 

Key Responsibilities: 

●​ Team Manager Onboarding: 
o​ Recruit, train, and support team managers during the season. 
o​ Provide onboarding materials and guidance to ensure understanding of 

roles and expectations. 

●​ Team Tiering and Balancing Support: 
o​ Collaborate with evaluators during the evaluation and team balancing 

process.   
o​ Organize players with numbered pinnies to ensure easy identification 

during the player evaluation process. 
o​ Provide input and feedback to help ensure fair and competitive team 

placement within the division. 

●​ Roster Management: 
o​ After tiering or balancing, collect and compile player information to assist 

in the creation and finalization of team rosters within Teamsnap. 
o​ Request and review final roster from the Registrar of BFIHA. 
o​ Finalized rosters are then distributed to individual team managers. 

●​ Conflict Management: 
o​ Serve as the first point of contact for any team-related issues escalated by 

team managers. 
o​ Work collaboratively to mediate and resolve conflicts in a timely and 

impartial manner, escalating to the Board as needed. 

●​ Communication and Information Sharing: 
o​ Disseminate timely updates, announcements, and information from 

BFIHA, PCAHA, and the association to team managers and coaches. 



Division Manager Job Description  
 

o​ Ensure that all teams are aware of league rules, deadlines, events, and 
changes throughout the season. 

●​ Complete and maintain Criminal Record Check (CRC) every 3 years. 

 

 Skills & Qualifications: 

●​ Strong communication and organizational skills 
●​ Ability to manage multiple tasks and meet deadlines 
●​ Conflict resolution and problem-solving abilities 
●​ Basic understanding of hockey operations and league guidelines. 
●​ Experience as a team manager is desirable. 
●​ Proficiency in digital tools (TeamSnap, HiSports, email, spreadsheets) 
●​ Familiarity with BFIHA and PCAHA operations is beneficial, but training can be 

provided
 

 

Reporting Structure: 

●​ Reports to: Director of Divisions  

●​ Works closely with: 
o​ Team managers and coaches 

 


