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POSITION DESCRIPTION

	Position Title:
	Manager, Football Operations 

	Department:
	Football Operations

	Direct Managers:
	Senior Director, Football Operations & Senior Director, Officiating

	Date:
	May 2018


POSITION SUMMARY:

Reporting to the Senior Director, Football Operations and the Senior Director, Officiating, the Manager, Football Operations will manage the League’s roster management system.  This individual will approve and distribute daily transactions as well as monitor Club rosters to ensure compliance within League rules.  The Manager, Football Operations will also provide administrative assistance to the Officiating department, as well as the VP, Football Operations & Player Safety.

ESSENTIAL FUNCTIONS:

· Register, input and file player contracts

· Oversee daily transactions for Member Clubs

· Provide administrative support to the Officiating department

· Assist the Senior Director, Officiating with the organization of the department’s video systems, as well as various administrative tasks related to the Officiating schedule.

· Organize and maintain all game reports and respond to any inquires. 

· Take lead on all Football Operations tasks pertaining to the CFL Combines including developing the list of invites, schedules, managing player travel, executing all tests and capturing accurate results during the event.

· Liaise with medical staff at each Club to effectively execute the Injury Spotter protocol for each game.
ADDITIONAL RESPONSIBILITIES:

· Support all phases of departmental events including the CFL Draft and the Pre-season Officials camp.

· Ensure each eligible prospect is listed in the proper Draft year.

· Aid in evolution of League/Team console database.

· Will serve as main League contact for prospective players and their agents. 

· Assist in accurate application of CBA, By-laws and Constitution.  

· Keep track of pension contributions made by each player throughout the season and deliver accurate reports to Clubs on a weekly basis.

· Manage the schedule for the Injury Spotters working each game and maintain all data related to the injury spotter protocol. 

· Other duties as required.

QUALIFICATIONS (KNOWLEDGE, SKILLS, ABILITIES, EXPERIENCE):

Education and Experience

· Sports Administration or related diploma or degree preferred.  
Job Specific Skills and Abilities:
· Manages a Coordinator, Football Operations and Junior Coordinator, Football Operations

· Proficient using Microsoft Office - Word, Excel and PowerPoint

· Strong communication skills, both written and verbal

· Effective time manager with the ability to work on many projects simultaneously, while meeting deadlines

· Knowledge of the game of football is essential

· Detail-oriented with strong organizational skills

· Comfortable using Audio/Visual equipment

· Able to work 7 days/week during CFL season

KEY RELATIONSHIPS / CONTACTS

· League staff (Office and Club)

· Head offices of other professional Football Leagues 

· Canadian Football League Players Association

· Player agents

· Player hopefuls

· General public and fans

CONTACT:

If interested, please submit resume via email to: sjonesbouk@cfl.ca
We thank all applicants for their interest, however, only those selected for an interview will be contacted. 

The Canadian Football League will provide reasonable accommodation in the job application process for qualified individuals with disabilities. Please advise if you have difficulty with our application process and/or you need an accommodation due to a disability.
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