Job Title: Director of Records
Reports Directly To: President of Dodgeball Alberta                                           	
Job Classification: Volunteer                                               
Duration: 2 years
Number of Positions: 1
 
 
Volunteer Position
 
BOARD OF DIRECTORS - DIRECTOR OF RECORDS
 
About Dodgeball Alberta:
Dodgeball Alberta is a passionate team of volunteers committed to promoting and growing the sport of dodgeball across the province in partnership with Dodgeball Canada. Our mission is to provide governance and programming to support the development and engagement of dodgeball in communities within Alberta. 
 
Job Description:
Dodgeball Alberta is seeking a dedicated and enthusiastic individual to join our Board of Directors as the Director of Records with a focus on maintaining all society documents.
As the Director of Records, you will be expected to promote the sport of dodgeball at all levels, provide input on the Dodgeball Alberta strategic plan, and actively contribute to decision-making by voting on all Board matters. You will represent the organization with professionalism and respect both on and off the court and demonstrate an active commitment to the organization’s mission and programs. Staying informed on issues and trends affecting Dodgeball Alberta and Dodgeball Canada is essential, as is preparing for meetings by reviewing agendas, reports, and related materials in advance. Board members are expected to attend meetings regularly, with a minimum attendance of five meetings per year and no more than three consecutive absences without cause. You will contribute your skills and knowledge during meetings and committee work, ask questions when clarity is needed, and stay informed about the organization’s financial and legal responsibilities. Confidentiality, transparency, and open, respectful communication are vital.
Essential Duties:
1. Issuing official notices for all general and directors' meetings, and taking accurate minutes during these proceedings. 
2. Keeping official Society records in accordance with provincial legislation, and filing the annual report and any other required documentation with the corporate registrar. 
3. Creating and maintaining documentation guidelines (including standardized templates), as well as reviewing and editing all Dodgeball Alberta documentation to ensure stylistic consistency. 
4. Managing and organizing the central database of all Dodgeball Alberta policies and procedures. 
5. Managing the official Dodgeball Alberta member database and overseeing all operations related to the organization’s registration application (e.g., Dodgeball Hub). 
6. Acting as the primary Google Drive Administrator for Dodgeball Alberta to ensure files are organized, secure, and accessible. 

Qualifications:
· Previous experience in a corporate secretary, administrative, or record-keeping role (experience with non-profit societies or sports organizations is an asset). 
· A basic understanding of, or willingness to learn, the legal recording and filing requirements under the Societies Act. 
· Exceptional attention to detail with proven experience editing documents, creating templates, and maintaining organizational documentation guidelines. 
· Comfortable managing databases and user registration platforms; direct experience with sports management software is a major plus. 
· Proficiency in cloud-based storage management, specifically acting as an administrator within Google Drive to organize folders and manage permissions. 
· Strong time-management skills to ensure meeting minutes and notices are distributed promptly, alongside the ability to meet the board's core attendance requirements. 

How to Apply:
Interested candidates should complete the following application:
https://forms.gle/exmnNhrunLBW2Zmx9 
by the application deadline date. 

Only those considered for the volunteer position will be contacted. All other inquiries should be addressed to info@dodgeballalberta.org. 

Application Deadline Date:
June 22, 2026

