Board Positions & Responsibilities

PRESIDENT-

The President shall be the chief executive officer of the association and shall preside at all meetings of the association and of the board of directors.  The President shall have all the general powers and duties that are incident to the office of the president of a corporation organized under the Georgia Nonprofit Corporation Code.  The President is the sounding board for the neighborhood.  He/she will write letters to homeowners who are not in compliance with the covenants.  In addition, the president oversees all other positions on the board to ensure that they are working on behalf of the neighborhood.  The President will be prepared to receive calls from homeowners regarding discrepancies or suggestions for our neighborhood.

VP MAINTENANCE/LANDSCAPING- 

Manage the upkeep of the Association’s Common Property. Maintain in a working and safe order all mechanical, structural, and electrical components of the recreational area (e.g. clubhouse, boardwalk, pool lighting) and the landscaping features of Common Property entry locations (Meadowglen, Montrose, Greyfield Tr).

Specific Responsibilities

· Establish & present a yearly landscape & maintenance budget 

· Forecast long term landscape and maintenance improvements for board review and budget considerations

· Obtain contactor bids on selected repairs / improvements 

· Implement approved project plans with the selected contactors 

· Assist as necessary other board members with maintenance and improvement situations that fall under their direct responsibility. (e.g. pool, clubhouse, tennis)

VP POOL/TENNIS/CLUBHOUSE- (Vice President of Recreation)

1)    Obtain bids and prepare pool contract with local pool company.
2)    Work with Pool Management Company to ensure the pool is in good 
working order, and lifeguards are available at appropriate times.
3)    Address disciplinary problems at the pool.
4)    Maintain written rules for pool and clubhouse, distribute 
information to homeowners.
5)    Order and distribute pool tags and pool & tennis keys to homeowners.
6)    Promote pool membership to Williams Place and coordinate pool 
memberships.
7)    Maintain the Clubhouse.
8)    Keep schedule of Clubhouse and Pavilion for homeowner events.
9)    Coordinate events with social committee at clubhouse.
10)    Ensure Clubhouse is clean after each event and party replace all 
kitchen / bathroom with supplies.
11)    Maintain soda machine at pool, including ordering sodas, loading 
machine and arranging with Coca-Cola Company any repairs.
12)    Address all homeowner complaints with the pool and clubhouse.
13)    Meet and work with the Homeowners Board on all board issues.

SECRETARY

The secretary is responsible for keeping the minutes at all homeowners’ meetings and DPHOA board meetings.  She/he will post the minutes on the DPHOA website, notify residents of these minutes, and send other notifications regarding DPHOA in a timely manner.  The secretary will oversee any committees started by residents of DPHOA.  The secretary maintains the neighborhood website, posting all DPHOA news in a timely manner.  This person is also responsible for the upkeep and delivery of the neighborhood directory.   The secretary is also responsible for maintaining the important records of DPHOA.  This person must have computer access and a willingness to be a contact person for the subdivision.

TREASURER

The treasurer will be responsible for the Association’s funds and securities and will keep full and accurate financial records and books of account showing all receipts and disbursements, for preparing all required financial statements and tax returns, and for the deposit of all monies and other valuable effects in the name of the Association or the managing agent in such depositories as may from time to time be designated by the Board of Directors.  He/she will present the prepared budget to the homeowners at the spring meeting, as well as giving updates on the budget throughout the year as needed.

SOCIAL DIRECTOR

The social director will NOT be a voting member of the board, but WILL have his/her dues waived for their efforts.  The social director (S.D.) will have the responsibilities of planning, organizing, getting volunteers, buying supplies, and executing events.  The S.D. will execute the following events:

Pool opening party           Ice Cream Social                            

Pool Closing Party           Octoberfest                          

Luminaries/Breakfast or dessert w/ Santa

…and some or all of the following:

Potluck dinners               Adult mixers       Card night     Teen mixers                     

Family Swim Friday        Round Robins      Spring/Fall 5K run  

These are just a few of the ideas raised and the S.D. will use his/her own ideas to bring people together.  There would be a goal of at least one event per month in the winter, with more during the warmer months & pool season.

The S.D could also hold fund-raisers, if needed, to fund more social events or to raise money for a good cause (like our clubhouse renovation!).

This person would be responsible to make signs to inform homeowners of the upcoming events, but the secretary would put all information on the web site and on any outgoing publications of the Dogwood Dispatch.

