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22/04/2009


CONTRACTS AND BUSINESS OFFICER – JOB DESCRIPTION
PART TIME 20 hours/week
Salary £15,000 

Key responsibility

The primary role is to provide procedural and developmental guidance 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. 
Job Role 

· Manage, implement and improve the Governance and administration process for SHU Limited and subsidiary Companies
· Manage the Governance of SHU on a day to day basis including the Business Plan

· Manage existing supplier contracts including sponsors and investment partners
· Deliver the ethical policies and Corporate Governance of the SHU

· Contribute to the registration process

· Work with the CEO on the Business Planning process and Commercial opportunities

External Relationships
· sportscotland
· Key suppliers and contractors

· Legal and Business advisers
Internal Relationships
· Chief Executive Officer
· Heads of Departments and other staff
· Key volunteers
· Scottish Hockey Clubs and Districts
Scottish Hockey Union Ltd. Registered in Scotland [No. SC208125] at 589 Lanark Road, Edinburgh EH14 5DA
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