

Board of Directors ~ Job Descriptions

Aside from the information taken directly from the Articles of Association, the tasks listed for each position are simply a guide for future holders of each position.  It is understood that not every Treasurer will have the same skills or every Secretary will have the same knowledge.  These are just guidelines to give prospective Board Members an idea of what each role might entail.
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President

ARTICLE IX
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Officers and Their Duties

Section I. Designation

The principal officers of the Association shall be the President, Vice-President, the Secretary and the Treasurer, all

of whom shall be elected by the Board of Directors.  The Board of Directors may appoint an assistant Treasurer, an assistant Secretary and such other officers as in its judgment may be necessary.  The President and Vice-President shall be members of the Board of Directors and all officers shall be Unit Owners. No person may hold more than one office.  (Assistant officers need not be members.)

Section 2.  Election of Officers and Term

The officers of the Association shall be elected annually by the Board of Directors at the annual meeting of each new Board of Directors, and each shall hold office for one year and until his successor is duly elected and qualified unless he shall sooner resign, or shall be removed, or otherwise disqualified to serve.

Section 3. Resignation and Removal

Any officer may be removed from office with or without cause by the Board.  Any officer may resign at any time by giving

written notice to the Board, the President or the Secretary. Such resignation shall take effect on the date of receipt of such

notice or at any later time specified therein, and unless otherwise specified therein, the acceptance of such resignation shall not be necessary to make it effective.

Section 4.  Vacancies

A vacancy in any office may be filled by appointment of the Board.  The officer appointed to such vacancy shall serve for the remainder of the term of the officer he replaces.

Section 9.  Execution of Documents

All agreements, contracts, deeds, leases, checks and other instruments of the Association shall be executed by any two

officers of the Association, or by such other person or persons as may be designated by the Board of Directors.

Section 10.  Compensation of Officers

No officer shall receive any compensation from the Association for acting as such. 
Position Information
Roles and duties of the President include:

· Act as the chief executive officer of the Association

· Preside at all meetings of the Association and of the Board of Directors and have all of the general powers and duties which are incident to the office of president of a corporation organized under the Vermont Non-Profit Corporation Act

· Appoint committees as needed

Other roles, duties, or tasks of the President might include things like:

· Liaison between Unit Owners and Board of Directors
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Vice-President

ARTICLE IX

Officers and Their Duties

Section I. Designation

The principal officers of the Association shall be the President, Vice-President, the Secretary and the Treasurer, all

of whom shall be elected by the Board of Directors.  The Board of Directors may appoint an assistant Treasurer, an assistant Secretary and such other officers as in its judgment may be necessary.  The President and Vice-President shall be members of the Board of Directors and all officers shall be Unit Owners. No person may hold more than one office.  (Assistant officers need not be members.)

Section 2.  Election of Officers and Term

The officers of the Association shall be elected annually by the Board of Directors at the annual meeting of each new Board of Directors, and each shall hold office for one year and until his successor is duly elected and qualified unless he shall sooner resign, or shall be removed, or otherwise disqualified to serve.

Section 3. Resignation and Removal

Any officer may be removed from office with or without cause by the Board.  Any officer may resign at any time by giving

written notice to the Board, the President or the Secretary. Such resignation shall take effect on the date of receipt of such

notice or at any later time specified therein, and unless otherwise specified therein, the acceptance of such resignation shall not be necessary to make it effective.

Section 4.  Vacancies

A vacancy in any office may be filled by appointment of the Board.  The officer appointed to such vacancy shall serve for the remainder of the term of the officer he replaces.

Section 9.  Execution of Documents

All agreements, contracts, deeds, leases, checks and other instruments of the Association shall be executed by any two

officers of the Association, or by such other person or persons as may be designated by the Board of Directors.

Section 10.  Compensation of Officers

No officer shall receive any compensation from the Association for acting as such. 
Position Information
Roles and duties of the Vice-President include:

· Take the place of the President and perform the duties of the President whenever the President shall be absent or unable to act.

· Liaison between Unit Owners and Board of Directors

· Perform such other duties as shall from time to time be imposed upon him by the Board of Directors or by the President.

Other roles, duties, or tasks of the Vice-President might include things like:

· Project management for property repairs, updates, and maintenance
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Secretary

ARTICLE IX

Officers and Their Duties

Section I. Designation

The principal officers of the Association shall be the President, Vice-President, the Secretary and the Treasurer, all

of whom shall be elected by the Board of Directors.  The Board of Directors may appoint an assistant Treasurer, an assistant Secretary and such other officers as in its judgment may be necessary.  The President and Vice-President shall be members of the Board of Directors and all officers shall be Unit Owners. No person may hold more than one office.  (Assistant officers need not be members.)

Section 2.  Election of Officers and Term

The officers of the Association shall be elected annually by the Board of Directors at the annual meeting of each new Board of Directors, and each shall hold office for one year and until his successor is duly elected and qualified unless he shall sooner resign, or shall be removed, or otherwise disqualified to serve.

Section 3. Resignation and Removal

Any officer may be removed from office with or without cause by the Board.  Any officer may resign at any time by giving

written notice to the Board, the President or the Secretary. Such resignation shall take effect on the date of receipt of such

notice or at any later time specified therein, and unless otherwise specified therein, the acceptance of such resignation shall not be necessary to make it effective.

Section 4.  Vacancies

A vacancy in any office may be filled by appointment of the Board.  The officer appointed to such vacancy shall serve for the remainder of the term of the officer he replaces.

Section 9.  Execution of Documents

All agreements, contracts, deeds, leases, checks and other instruments of the Association shall be executed by any two

officers of the Association, or by such other person or persons as may be designated by the Board of Directors.

Section 10.  Compensation of Officers

No officer shall receive any compensation from the Association for acting as such. 
Position Information
Roles and duties of the Secretary include:

· Record and archive the minutes of all meetings of the Association and of the Board of Directors

· Have charge of such books and papers as the Board of Directors may direct

· Maintain a register setting forth the place to which all notices to Unit Owners and others shall be delivered

· Perform all the duties incident to the office of secretary of a corporation organized under the Vermont Non-Profit Corporation Act.

· Mail or deliver to each Unit Owner a notice of the place, date, hour and purpose or purposes of each annual or special meeting of the Association.  The notice shall be mailed or delivered at least fifteen (15) days before the scheduled date of such meeting.

Other roles, duties, or tasks of the Secretary might include things like:

· Maintain the Association master binder of documents, which includes meeting minutes, directories, financial statements, etc. to be available to Unit Owners.

· Manage website
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Treasurer

ARTICLE IX


Officers and Their Duties

Section I. Designation

The principal officers of the Association shall be the President, Vice-President, the Secretary and the Treasurer, all

of whom shall be elected by the Board of Directors.  The Board of Directors may appoint an assistant Treasurer, an assistant Secretary and such other officers as in its judgment may be necessary.  The President and Vice-President shall be members of the Board of Directors and all officers shall be Unit Owners. No person may hold more than one office.  (Assistant officers need not be members.)

Section 2.  Election of Officers and Term

The officers of the Association shall be elected annually by the Board of Directors at the annual meeting of each new Board of Directors, and each shall hold office for one year and until his successor is duly elected and qualified unless he shall sooner resign, or shall be removed, or otherwise disqualified to serve.

Section 3. Resignation and Removal

Any officer may be removed from office with or without cause by the Board.  Any officer may resign at any time by giving

written notice to the Board, the President or the Secretary. Such resignation shall take effect on the date of receipt of such

notice or at any later time specified therein, and unless otherwise specified therein, the acceptance of such resignation shall not be necessary to make it effective.

Section 4.  Vacancies

A vacancy in any office may be filled by appointment of the Board.  The officer appointed to such vacancy shall serve for the remainder of the term of the officer he replaces.

Section 9.  Execution of Documents

All agreements, contracts, deeds, leases, checks and other instruments of the Association shall be executed by any two

officers of the Association, or by such other person or persons as may be designated by the Board of Directors.

Section 10.  Compensation of Officers

No officer shall receive any compensation from the Association for acting as such. 
Position Information
Roles and duties (responsibilities) of the Treasurer include:

· Responsible for Association funds and securities

· Responsible for keeping full and accurate financial records and books of account showing all receipts and disbursements

· Prepare all required financial data

· Make disbursements on behalf of the Association upon consent of the Board of Directors

· Responsible for the deposit of all monies and other valuable effects in the name of the Board of Directors, the Association or the Managing Agent, in such depositories as may from time to time be designated by the Board of Directors

· Prepare an annual statement of income and expenditures to be presented to the Unit Owners at their annual meeting

· Perform all the duties incident to the office of the treasurer of a corporation organized under the Vermont Non-Profit Corporation Act.

Other roles, duties, or tasks of the Treasurer might include things like:

· Manage relations with bookkeeper

Treasurer - continued

Time issues:

Monthly

1st of the month
Association Fees are due

8th of the month (end of business day)
Association Fees are late, $5 penalty

9th of the month
Notice of unpaid dues and interest assessment sent

30th/31st (last day) of the month
Unpaid dues assessed interest of 2% compounded monthly

Reports to submit every month for monthly Board Meeting

· Budget "by month"

· Fees Due/Prepaid (Melanie already provides this one)

· Balance Sheet (Melanie already provides this one)

· Inc/Exp by Month

· Monthly Income Statement

· Monthly Cash Flow

· Processed Deposits

· Proc Deposit Details

Quarterly
(no deadlines that I’m aware of)

Reports to submit quarterly for monthly Board Meeting

· Budget "by quarter"

· Vendor YTD Expenses

· Fees Past Due/Aging

Annually

(no deadlines that I’m aware of)

Reports to submit annually or upon request for Board Meetings

· Budget "by quarter"

· Vendor YTD Expenses

· Fees Past Due/Aging

· Fees Due/Prepaid (Melanie already provides this one)
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