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contracts AND BUSINESS officer
PART TIME (20 hrs) - salary £15,000 p.a.
FIXED TERM CONTRACT FOR 15 MONTHS
Scottish Hockey, the national governing body for hockey in Scotland, has an immediate vacancy for a Contracts and Business Officer to join its busy office team on the outskirts of Edinburgh.  London 2012 and Glasgow 2014 will provide a heightened awareness of Hockey and provide fantastic opportunities to develop our sport.  We are seeking to appoint a capable and reliable individual to provide procedural and developmental support to the Management Committee and Board in their role of governance, to be in the centre of managing the business practices of Scottish Hockey, and to support the CEO and Finance Officer in the day to day running of the business.
We ARE looking for a candidate who can;
· Identify, implement and deliver corporate governance procedures to the highest standards

· Provide procedural guidance on all aspects of Scottish Hockey Governance

· Manage the existing policies and supplier contracts whilst continually striving for improvement

REQUIREMENTS FOR THE POSITION ARE;
· A degree or similar qualification in a related field, or demonstrable work experience

· Proven experience of managing corporate governance, business plans and setting contracts
· Whilst not essential, a knowledge of Hockey or similar understanding of a sporting landscape would be beneficial
CANDIDATES SHOULD POSSESS AND BE ABLE TO DEMONSTRATE;
· Experience in writing and implementing procedures and managing procedural change

· A professional manner and approach

· Good computer, organisational and communication skills
· Meticulous attention to detail and ability to manage workload
The position is fixed term because the Scottish Hockey office is due to re-locate to a purpose built facility in Glasgow in mid 2013.  As the new office structure evolves, there may be an opportunity to extend the contract to cover the move or, indeed, move to a more permanent position.  
For an informal chat about the role, the relocation or for further information, please contact Robert Heatly, Chief Executive Officer on 0131 453 9070.  For information/application packs and an application form see our website: www.scottish-hockey.org.uk 

Closing date for applications is fRIDAY 17 FEBRUARY with inteRviews scheduled for 29 FEBRUARY
The Scottish Hockey Union Limited (SHU) recognises the value and importance of promoting equity. This organisation accepts that, in addition to fulfilling its moral and legal responsibilities, it is committed to equity.
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