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Job Description  

Team Manager 
 

Role: 
 
The role of the Manager can be very diverse as the core functions are communication and 
organisation. 
 

Minimum Age 18 
 

Key Responsibilities 
The following list is not exhaustive and in some cases the Manager may not be required to 
undertake all of these functions.  The breakdown of responsibilities should be mutually agreed 
between the coach, assistant coach and manager. 
 

Liason: 
 Act as an intermediary between the club, the player’s ad the coach, and in the case of the 

junior teams, the parents and guardians. 

 Ensure you are aware of what is expected of players and parents with regards to their 
responsibilities to the club and communicating this to the players and parents. 

 

Team List: 
 Receive the Team list and files from the secretary, confirm and complete all data and 

return to secretary at the end of the season. 

 Provide all team members with an updated list and phone numbers of all players, coach 
and manager. 

 Update as necessary and advise the secretary. 
 

Finance: 
 Ensure all subscriptions and NZIHA levies are collected and that appropriate forms are 

accurately completed.  Birth certificates must be sighted or preferably a copy of the Birth 
Certificate provided. 

 Ensure all attendance records are completed 

 Ensure all money for Equipment hire is paid. 

 Ensure all tournament fees are paid to either the appropriate host club or to our treasurer. 

 Follow-up on overdue subs, levies and rink fees as players who have not paid these will 
not be eligible for team selection for interclub games. 

 

Uniform 
 Retain all of the club uniforms allocated to the team where equipment is not owned or 

hired by the player. 

 Ensure alternate strip is retained in good clean condition 

 Advise all players of the minimum gear for playing, and identify those without the 
minimum gear, support families to obtain minimum gear. 

 Ensure all player numbers are known for the purpose of completing game sheets. 
 

 
 
Code of Conduct 



www.penguinshockey.org 

 Advise all players, parents and guardians of the standards of behaviour both on and off 
the rink and notify, in writing, any breaches to the Secretary of the committee. 

 Abide by the club philosophy for all officials 

 Know the correct procedure for lodging protests and work within these if the situation 
warrants it. 

 Ensure that any players involved in judicial hearings are aware of the time, date and 
venue.  Establish who will be able to support them and the procedure that will be 
followed. 

 Keep a record of all players subject to disciplinary action 

 Attend all training sessions and games or arrange for an alternative person to attend 
 

Medical 
 Attend a first aid and strapping course as soon as practical. 

 Locate first aid facilities at all venues used by the team. 

 Follow up any injured players to ensure they receive the correct treatment where 
necessary. 

 Identify any medical conditions of players that may affect the game and any medical 
treatment that may be required. 

 Ensure players who may require specific medical requirements have access to that 
(asthma inhalers). 

 Carry a First Aid Kit to all games and practices provided by the club. 
 

Competitions 
 Find out details of date(s) and venue and advise players, parents and guardians. 

 Check player eligibility and availability 

 Establish who has transport and who requires transport 

 Arrange accommodation and meals where required. 

 Advise player and parents of all costs for games and collect money 

 Organise fund raising if required.  This must discussed with and be approved by the 
committee. 

 Provide all players and parents with a programme for event. 

 Obtain, where required, all permission requirements of parents for all players under 18. 

 Provide information for team registration 

 Provide a report to the committee and for the newsletter 

 Be available for enquiries from the media and club officials 

 Attend managers meetings 

 Ensure supplies of water are available for games as players need to re-hydrate 

 Manage and maintain the Basic Repair and Maintenance Kit provided by the club.  
Where an item is used ensure that the item is replaced and charged to the appropriate 
player/parent. 

 Advise the Gear Manager of your team requirements 

 Manage to return of loaned or hired gear to the Gear Manager at the end of the season. 
 

 

 

I agree to adhere to the expectations of the Manager Job Description. 
 
Appointed Coach……………………………………………………………………. 
 
Team                   …………………………………………………………………….. 
 
Date                     …………………………………………………………………….. 


