
 

 

POSITION:  League Operations Manager   TERM: Full time Position    

*Please note this is initially a maternity leave contract for 14 months however there is a strong expectation for the role to 
develop into a permanent position.  

OPPORTUNITY: If you are positive, enthusiastic and have an endless supply of energy this could be the job for you!  Come join 
a results-oriented, fun, dynamic, fast and hard-working team in the sports marketing field.  Work harder than you have ever 
worked before but play even harder.  Wear your running shoes, not a suit, while you help to grow this professional 
organization.   

JOB DESCRIPTION:  The League Operations Manager plays a leadership role in the internal operations of the Sports Hub team 
and manages the overall league details for OSSC.  The successful candidate will be someone who thrives on ensuring efficient 
organizational structure and processes are in place and followed, ability to work at an intense pace while keeping a high 
attention to detail and someone who is a go getter. This person will work out of the Ottawa Sport & Social Club (OSSC) Office 
and report to the Executive Director.   

Responsibilities include but are not limited to:  

SPORT OPERATIONS  
- Support Executive Director with strategic focus and execution planning   
- Strategically responsible for improving quality of SSC’s product, offerings and customer service delivery 
- Expanding revenue streams through development of new sport and social offerings 
- Provide leadership, coaching, and performance management for direct reports (Sport Hub Team).  
- Oversee all day-to-day league operations in Ottawa (taking hands on approach and execution of specific elements)  
- Scheduling leagues with SSC tools, ensuring all league games are problem-free 
- Direct all aspects of the seasonal registration process  
- Create and populate seasonal documents  
- Manage equipment inventory, ordering and budgets 
- Meet revenue and team targets  

 
FACILITY MANAGEMENT 

- Accountable for daily/yearly management of all Ottawa facilities  
o Relationship management with facilities (new and existing)   
o Securing permits at facilities/venues to run leagues and tournaments  
o Expectation to improve and grow facility space season to season  
o Ensure facilities are maximized 

- Managing facility expenses and controlling budget  
 

EVENT COORDINATOR MANAGEMENT 
- Manage and coordinate the evening staff (game coordinators, referees, instructors and evening league facilitators)   
- Conduct staffing, scheduling and training    
- Manage payroll in conjunction with Accountant 

 
QUALIFICATIONS/REQUIREMENTS 

- University or College Degree in Business, Project Management and / or Sports Administration or a combination of 
experience and education.  

- Minimum 8 – 10 years experience in project management, people management or working in a similar position  
- Demonstrated leadership with good judgment in decision-making and problem-solving skills   
- Ability to lead and give direction to a team  



 
- Unbelievable attention to detail and capacity to manage multiple simultaneous priorities (these are your superpowers)   
- Has highly developed sense of tact and diplomacy and the ability to work under pressure 
- Outstanding interpersonal, relationship management and communication skills 
- Ability to deliver superior customer service 
- Enjoy working with people, friendly and outgoing 
- Proven experience with budget management 
- Technical aptitude in working with Microsoft Office Suite, CMS and website development tools  
- Advanced Excel & IT skills 
- Knowledge and passion for multiple sports 
- Valid driver’s license and access to own vehicle  
 
EXPECTED HOURS:   
- Typical working hours are from 9:30pm-5:30pm  
- Available to work a flexible schedule (days, evenings, and weekends to meet the needs of the business) 
- During league launch and various times during the year working hours will include weeknights and weekends  
 
COMPENSATION AND BENEFITS PACKAGE: 
- Rate of Pay: $55,000 - $62,000 / annual salary 
- Competitive Health Benefits with Great West Life (after 3 months) 
- 3 weeks of vacation to start  
- $900 annual personal training budget 
- RRSP matching plan 
- Unlimited free play in sport leagues and tournaments 
- Annual Team Building retreat/trip 
- Access to company vehicle for work related tasks during the day 

TO APPLY: Please submit a cover letter and resume to the Ottawa Sport & Social Club via email to hire@ossc.ca. 
Please include subject line ‘OSSC League Operations Manager Application @OSSC!’.  Applications will be reviewed as 
an ongoing process until the deadline on Monday, March 25th at 10am.  Anticipated start date of April 8th , 2019 or 
sooner (negotiable). We thank all applicants for their interest. Only those selected for an interview will be contacted.  

ABOUT THE SPORT & SOCIAL CLUB FAMILY: The Ottawa Sport & Social Club was developed from our desire to be the 
largest multi-sport provider in the city.  Since 2003, the Sport & Social Club organization has operated in 7 cities and 
now managing over 30,000 yearly players.  All seven organizations create, organize and manage sports leagues, 
tournaments and special events for adults in their respective cities.  In short, we are “Recess for Adults”. Check out the 
website for more company information: ossc.ca.   
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