
Knights - Brief Job Descriptions 

Board Members 

The official governing body of the Canandaigua Knights Hockey Conference is the Board of 

Directors. The board meets once per month to discuss various opportunities or issues related to 

our programs. Board members typically serve on one or more committees and/or serve in one 

or more of the positions listed below.  

Registrar 

The Registrar is primarily responsible for all paperwork required by USA Hockey, the New York State 

Amateur Hockey Association and our Member Leagues (does not include team specific paperwork 

completed by the appropriate team manager). 

The Registrar ensures the fidelity of our official USA Hockey rosters and works with the ACE Coordinator 

to ensure that all rostered individuals (coaches, managers, and players) have successfully fulfilled all the 

requirements to be properly rostered.  

ACE Coordinator 

Responsibilities of the ACE Coordinator include:   

1. Communication with Coaches regarding training sessions and certifications 

2. Check Coaching Certification (List provided by the Registrar) 

3. Screening – Communication of New Policies/Processes 

4. Coordinate Coaching Evaluations 

5. Communicating with the Registrar regarding potential roster issues 

Marketing / Communications Committee Members 

The Marketing / Communications Committee Members will work to develop and execute initiatives 

related to promoting CKH programs, and establish policies related to community involvement and 

sponsorships. This committee is responsible for guiding program development and overseeing 

implementation by additional committee members/volunteers.  

Key Responsibilities: 

1. Work with the full board to develop and implement the strategy and positioning of the 

organization 

2. Develop and implement marketing plans for all programs (Beginner, Travel, Girls, House) 

3. Manage communications 

a. Website – official page 

b. Facebook – official page 

c. Any other social media (twitter, etc – not active now) 

 

 



 

Equipment Room Managers 

Responsibilities of the Equipment Room Managers include:  

1. Coordinate the order of required equipment each year 

2. Manage distribution of equipment to all beginners 

3. Manage inventory/organization of the Knights equipment room 

WNYAHL Meeting Representative 

The WNYAHL meeting representative attends monthly WNYAHL meetings and represents the Knights 

organization on any issues related to our teams that participate in this league. Meetings typically take 

place on the 2nd Tuesday of the month. There are generally 7 – 8 meetings per year. Regular attendance 

to these meetings is vital to our good standing and continued participation in this league.  

Ice Scheduler 

The Ice Scheduler is the primary liaison between the Knights teams and the GCCC for ice 

availability and usage. Team coaches/managers will communicate ice needs with the Ice 

Scheduler and the Ice Scheduler will work with the GCCC to obtain the necessary ice. The Ice 

Scheduler will also work the board and the Coach and Player Development Committee to 

establish the initial practice schedule and work with the GCCC to identify any potential conflicts 

(such as high school games).  

Referee Scheduler 

The Referee Scheduler is responsible for working with the Rochester Ice Hockey Officials Association to 

ensure that each of our home games has referee’s scheduled to work the game. The Referee Scheduler 

will cross-check the Knights game schedule with the referee schedule on a weekly basis to ensure that 

all scheduled games are covered.  

Event Planning Coordinators 

Event Planning Coordinators will plan and manage special events for the organization, such as the 

annual Knights golf tournament, the year-end banquet, and the Ice Breaker hockey season kick-off 

event. Event planning coordinators help with such things as: taking registrations, soliciting sponsors, 

ordering supplies, and generally supervising the event.  

Uniform Manager 

The uniform manager gathers registration data to determine the uniform order and places the 

order with the vendor. The uniform manager ensures that all names are properly spelled and 

maintains the master list of jersey numbers. The uniform manager also coordinates the delivery 

of the uniforms to the team managers. The travel team jersey order takes place in the early 

part of the summer and the house team jersey order takes place in late summer.  


