
 

Montana High School Lacrosse Association 

Position: Executive Secretary 

 

 

 

Overview: 

- The Executive Secretary must be passionate and motivated to lead the Montana High 

School Lacrosse Association (MHSLA) and all its members.  The Executive Secretary is 

expected to have a high level of coordination, communication and adapt to the changing 

needs of the members and trends within the league. They will be responsible for the day 

to day operations of the league and the coordination between the MHSLA Board of 

Directors, the league’s General Members, and the Montana Lacrosse Officials 

Association (MLOA). 

Responsibilities 

- Maintaining the league website. 

- Ensure all current documents are on the website 

- Ensure that programs have entered stats in the allotted time 

- Ensure Members have appropriate access to their team’s page. 

- Update with relevant information and maintain league’s calendar 

- Update Game schedules and changes 

- Create and maintain any and all current registrations.  

- Communication 

- Facilitate all game change requests with affected teams and MLOA 

- In a timely manner, ensure all programs receive all necessary and proper 

information. 

- Follow up with any programs delinquent in their submissions. 

- Ensure all pertinent information is up on the website. 

- Scheduling 

- Responsible for helping create the boys and girls schedule. 

- Responsible for all game change requests and collecting fees associated with 

changes.   

- Rules Enforcement 

- Responsible for enforcing all deadlines and informing the Treasurer of any fees 

that need to be assessed to a program. 

- Miscellaneous Items 

- Ensure Krossover video is uploaded and shared on time. 

- Help maintaining and tracking budget 

- Help coordinate with State Championship host.   

- Order any necessary supplies such as trophies or awards. 

 

Pay:  This position would be considered an independent contractor and would be paid at a 

contracted rate of $25 per hour.  Invoices may be submitted weekly or bi-weekly with a detailed 

accounting of time.   


