CSSHL &) LCHSS

CSSHL Coordinator, Western Operations

Position Summary

The Coordinator, Western Operations plays a key role in the successful delivery of league operations throughout Western
Canada. Reporting to the Chief Operating Officer, this position is responsible for supporting the planning, coordination
and execution of league operations while ensuring the consistent application of league policies, competition standards,
and operational procedures.

The coordinator serves as a primary point of contact for member programs, team staff, assignors, and Hockey Canada
Members. This role oversees schedule development, assists in discipline matters, maintains league data and operational
systems, and supports the successful delivery of regular season, showcase, and playoff competitions. The position
requires exceptional organization, sound judgement, attention to detail, and a commitment to delivering outstanding
service to league stakeholders.

Position Details

. Position Type: Contract

. Term: Renewable Annually

. Reporting To: Chief Operating Officer
. Location: Remote (Western Canada)
. Travel: As required (Limited)

Primary Responsibilities

1. League Operations

e Support the planning, coordination, and execution of league operations throughout the season.

e Coordinate operational initiatives and assist in the implementation of league policies, procedures, and strategic
priorities.

e Prepare reports, presentations, and operational updates for league executives and other committees.

¢ Maintain and update league operational manuals, policies, and supporting documentation.

¢ Identify opportunities to improve operational processes and administrative efficiency.

2. Competition Operations

e Assist in the development and maintenance of regular season, showcase, and playoff schedules.

e Coordinate schedule revisions and communicate changes with member programs and stakeholders.
e Support the successful execution of league showcases, playoffs, and special events.

¢ Monitor competition requirements to ensure league standards are consistently maintained.
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3. Discipline Administration

Assist in the CSSHL discipline process in accordance with league policies and regulations.

Communicate with discipline departments of various provincial branches.

Track suspensions and communicate disciplinary decisions to member programs and Hockey Canada Members.
Maintain accurate discipline records across all league competitions, including exhibition and tournament games.

4. League Information & Technology

e Maintain the integrity and accuracy of league schedules, statistics, rosters, and disciplinary records.

e Update league websites and operational platforms to ensure timely and accurate information.

e Conduct routine audits of league data to maintain quality and consistency.

e Support the implementation of innovative technologies and operational systems that improve league service
delivery.

5. Member Services & Stakeholder Relations

e Serve as a primary operational resource for member programs, coaches, and administrators.

¢ Develop and maintain positive working relationships with Hockey Canada Members, officials, assignors, and
league partners.

¢ Respond to operational inquiries in a professional, timely, and solution-focused manner.

o Provide exceptional customer service while representing the league in a positive and professional manner.

Qualifications & Experience

Required

e Diploma or degree in Business Administration, Sport Management, Recreation Management or a related
discipline, or an equivalent combination of education and experience.

e Experience working within sport administration, hockey operations, or a comparable environment.

e Strong understanding of competitive hockey structures and governance.

e Valid driver's license, passport, and ability to travel.

e Successful completion of a Criminal Record and Vulnerable Sector Checks

Preferred

e Experience with league scheduling software or competition management systems.
e Experience administering discipline or governance processes.
e Experience maintaining websites, databases, or operational software platforms.

Core Competencies
The successful candidate will demonstrate:

e Accountability and professionalism

Exceptional organizational ability

Effective communication and interpersonal skills

Collaboration and relationship building

Customer service excellence

Self-motivation with the ability to work independently and collaboratively.
Integrity and discretion
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Knowledge, Skills & Attributes

Excellent written and verbal communication skills.

Strong organizational and time management abilities.

Exceptional attention to detail.

Ability to manage multiple priorities simultaneously.

High degree of professionalism and confidentiality.

Proficiency with Microsoft Office, Google Workspace, and web-based technologies.

Working Conditions

Virtual position based in Western Canada.

Evening, weekend, and statutory holiday work is required between September and April.
e Limited travel for league meetings, showcases, and championship events.

e Ability to respond to time-sensitive operational matters during the season.

About the Canadian Sport School Hockey League

The Canadian Sport School Hockey League (CSSHL) is the leader in education-based hockey in North America,
providing elite student-athletes with an environment that supports both academic excellence and athletic development.
Established in 2009, the league has grown to include accredited hockey academies across Canada and the United
States, offering structured competition, player development opportunities, and pathways to the next level of hockey.

Application Process
Application deadline: Friday July 24", 2026

Interested applicants are invited to submit a resume to careers@csshl.ca.

We thank all applicants for their interest; however, only those selected for an interview will be contacted.
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