Job Title: Executive Vice President
Department: Michigan Amateur Hockey Association (MAHA)
Reports to: MAHA President and Board of Directors
Position Type: Volunteer/Part-Time
Location: Remote with occasional travel
Job Overview:
The Executive Vice President of the Michigan Amateur Hockey Association (MAHA) supports the President and the Board of Directors in managing the association’s operations. The role involves regular communication, attending key meetings, overseeing rule changes, and ensuring compliance with the MAHA’s bylaws and guidelines. Additionally, the Executive Vice President chairs the Rules Committee and assumes the President’s responsibilities in his/her absence. This position also serves as the liaison with USA Hockey’s Michigan Risk Management Program.
Key Responsibilities:
Daily:
· Monitor and respond to emails related to MAHA activities.
Estimated Time: 15-30 minutes per day
Monthly:
· Attend bi-monthly State Playoff Committee calls.
Estimated Time: 1-2 hours per month
· Participate in the monthly Board of Directors Committee calls.
Estimated Time: 1-2 hours per month
Annually:
· Attend the following meetings and events:
· USA Hockey (USAH) Winter Meeting in January.
Estimated Time: 3-5 days for travel and attendance
· MAHA Winter Meeting in January.
Estimated Time: 1-2 days
· Local district playoffs in February.
Estimated Time: 2-4 days (depending on involvement)
· MAHA State Tournaments in March.
Estimated Time: 2-4 days (depending on involvement)
· USA Hockey Summer Meeting in June.
Estimated Time: 3-5 days for travel and attendance
· MAHA Summer Meeting in July.
Estimated Time: 1-2 days
· Update the MAHA Annual Guidebook, working with 2-3 Board of Director members for review before publishing the guide on the MAHA website.
Estimated Time: 8-12 hours annually (spread across review and update periods)
Rules Committee Chair Responsibilities:
· Odd-Numbered Years:
· January: Update the rule change submission form and post it on the MAHA website.
Estimated Time: 1-2 hours
· May 16: Compile and distribute the proposed rules packet to the Rules Committee, Board of Directors Committee, District Chairs, and Parliamentarian. Post the packet to the MAHA website.
Estimated Time: 1-4 hours (depending on the number of rule submissions)
· Summer Meeting: Chair the Rules Committee meeting, reviewing and discussing proposed rule changes.
Estimated Time: 1-4 hours
· Post-Summer Meeting: Update the MAHA website with the Rules Committee’s final recommendations and distribute the updated rules packet to relevant parties.
Estimated Time: 2-6 hours
· Create a rules synopsis and submit it to the MAHA Secretary for inclusion in the meeting minutes.
Estimated Time: 1-2 hours
· January of Rules Year: Submit the final rules packet for printing in the MAHA Winter Meeting book.
Estimated Time: 2-4 hours
· Post-Winter Meeting: Update the MAHA website with the results of the voting and start updating the Annual Guide for the following year.
Estimated Time: 5-12 hours (depending on how many rules were passed)
· July/August: After the Summer Meeting, update district representatives for the Rules Committee and distribute any necessary changes. Keep the committee informed when a new rule is submitted.
Estimated Time: 1-2 hours
Bylaws:
· Conduct periodic reviews of the MAHA Bylaws.
Estimated Time: 3-5 hours annually (as needed)
· Form a committee with representatives from each district as necessary to address any needed bylaw changes.
Estimated Time: 5-10 hours (as needed, depending on changes)
Other Duties:
· Act as the MAHA President when the President is absent, assuming all associated responsibilities and duties.
Estimated Time: As needed
· Complete special assignments as requested by the President or the Board of Directors Committee.
Estimated Time: Varies by task
· Serve as the liaison with USA Hockey’s Michigan Risk Management Program.
Estimated Time: 2-5 hours annually (as needed)
Qualifications:
· Required:
· Strong leadership and organizational skills.
· Excellent communication abilities, both verbal and written.
· Knowledge of MAHA policies, procedures, and bylaws.
· Experience in rule-making or governance.
· Preferred:
· Familiarity with USA Hockey and its regulations.
· Experience in risk management or similar administrative roles.
Working Conditions:
· This is primarily a remote position, with required travel to annual meetings, tournaments, and other events.
· The role involves a fluctuating workload, with increased activity during rules review periods, meetings, and tournaments.

Exec VP.docx

