TOWBRIDGE HOMEOWNERS’ ASSOCIATION
BOARD OF TRUSTEES
JOB DESCRIPTION

Position:	President				Level of Effort: 2 hrs./ week
Term:		 2 Years				 

Responsibility:
The primary responsibility of this position is to manage and coordinate Board of Trustee activities.
Related Duties:
1) Organize Board of Trustee activities to ensure that by- laws of the Board and Deed Restrictions of the Association are upheld and that association issues are brought before the Board for review and resolution.
2) Ensure that operation of the water distribution plant is maintained to provide a safe water supply is available and remains uninterrupted for consumption.
a) Reviews monthly chemical sampling results.
b) Coordinates operational issues with Plant operator and Manager
c) Coordinates emergency repair and plant maintenance with the Well maintenance contractor.
d) Maintains water contingency plan
e) Corresponds with Ohio EPA and real estate agencies, as needed.
3) Represent the Board at public meetings / community affairs (i.e. city council, etc.,) and serve as official point of contact for third party inquiries.  
4)  Act as Board Representative to new homeowners (e.g. issue New Neighbor package) and for collecting and disseminating information (i.e. surveys and emergency notifications).

TOWBRIDGE HOMEOWNERS’ ASSOCIATION
BOARD OF TRUSTEES
JOB DESCRIPTION

Position:	Vice President - Contracts			Level of Effort: 1 hr. /week
Term:		 2 years					 
Responsibility:
The primary responsibility of this position is to coordinate the renewal of all Board contracts and to coordinate the implementation and operation of Board approved service contracts with vendors for the entry way sign, the water plant grounds, and insurance policies.

Related Duties:
1. Develop contracts for new services approved by the Board.
2. Review all contracts to ensure compliance with Board by-laws, Deed Restrictions, and policies and recommend adjustments to the Board. 
3. Prepares ballots for homeowner voting issues.
4. Implement Deed Restrictions uniformity and prepare voting ballots regarding potential revisions to such restrictions.
5. Assist the Board President with responding to resident complaints.
5) Act as Board Representative to new homeowners (e.g. issue New Neighbor package) and for collecting and disseminating information (i.e. surveys and emergency notifications).




TOWBRIDGE HOMEOWNERS’ ASSOCIATION
BOARD OF TRUSTEES
JOB DESCRIPTION

Position:	Vice President – Grounds Maintenance	Level of Effort: 1 hr. / Week
Term:		 2 years					 

Responsibility:
The primary responsibility of this position is to coordinate vendor services pertaining to maintenance activities for common ground areas owned by the association. 

Related Duties:
1. Implement pond maintenance service contracts 
2. Implement Aerator maintenance serve contracts
3. Coordinate special pond study contracts with consultants
4. Coordinate Pump house landscape and snow removal services.
5. Maintain entranceway lighting and landscape services.
6. Coordinate storm sewer and street maintenance activities with City of Hudson engineer.
7. Act as Board Representative to new homeowners (e.g. issue New Neighbor package) and for collecting and disseminating information (i.e. surveys and emergency notifications).


TOWBRIDGE HOMEOWNERS’ ASSOCIATION
BOARD OF TRUSTEES
JOB DESCRIPTION

Position:	Treasurer				Level of Effort: 2 hrs. / week
Term:		2 years 				 

Responsibility:
To prepare and maintain Association’s operating budget.

Related Duties:
1. Provide a financial report at monthly Board meetings. 
2. Coordinate water quarterly billing with Lyle and Associates.
3. Coordinate vendor payments (i.e., insurance, water plant equipment, contracted services, etc.) with Lyle and Associates.
4. Maintain ledger of accounts receivable and payable.
5. Oversee collection and fiscal management of Association fees. 
6. Invest savings used to accumulate water plant replacement parts.
7. Work with external CPA to complete financial review and tax forms.
8. Act as Board Representative to new homeowners (e.g. issue New Neighbor package) and for collecting and disseminating information (i.e. surveys and emergency notifications).

TOWBRIDGE HOMEOWNERS’ ASSOCIATION
BOARD OF TRUSTEES
JOB DESCRIPTION

Position:	Secretary				Level of Effort: 1 hr. / Week
Term:		 2 Years				 

Responsibilities:
1. Polls Board members regarding monthly meetings and prepares and distributes meeting agenda prior to meeting.  
2. Record minutes of all Board meetings and distribute copies to Trustees.
3. Prepare Monthly Newsletter and distribute to residents.
4. Maintain master file list of Association documents. (i.e., Deed Restrictions, recorded amendments, etc.).
5. Reserve room for public meetings at Barlow Community Center.
6. Serve as Board Representative to Social Committee.
7. Act as Board Representative to new homeowners (e.g. issue New Neighbor package) and for collecting and disseminating information (i.e. surveys and emergency notifications).
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