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OFFICER POSITIONS 
 

President (Officer) - Board Member Responsibilities 
● Preside at all meetings of the members and at all meetings of the Board of Directors.  

● Act as principal executive officer for the Club in connection with all business authorized 
by the Board of Directors and together with the Secretary or any Assistant Secretary, sign 
all official contracts, agreements, authorizations and applications pertaining to the 
business of the Club. The president with the affirmation of the Board of Directors may 
delegate authority to sign all above noted instruments to members of the Board of 
Directors.  

● Direct and supervise all employees of the Club. This authority may be delegated to one of 
the committees appointed pursuant to Article VIII, Section 1. Appointment, discharge 
and compensation paid to employees of the Club shall be subject to the approval of the 
Board of Directors, however.  

● Sign checks, as provided in Article X, for the disbursement of funds of the Club.  

● NOTE - all officers are elected by the Board of Directors at the first meeting of the 
Board of Directors following the Annual Meeting of the membership. Consequently, 
members seeking a Board position do not run or announce their candidacy for the 
positions of President, Vice-President, Treasurer, or Secretary. 

 
Vice-President (Officer) - Board Member Responsibilities 

• Attendance at monthly Board meetings, the Annual Meeting and any additional Town 
Hall/Special interest meetings that are scheduled. If attendance is not possible, a written 
report to be submitted to the secretary in advance of the meeting. 

● The Vice-President shall have and exercise all the powers, authority and duties of the 
President during the absence or disability of the latter and shall have such powers and 
perform such duties as may be delegated to him by the President.  

● The Vice-President is authorized to sign checks, as provided in Article X, for 
disbursement of the funds of the Club.  

● NOTE - all officers are elected by the Board of Directors at the first meeting of the 
Board of Directors following the Annual Meeting of the membership. Consequently, 
members seeking a Board position do not run or announce their candidacy for the 
positions of President, Vice-President, Treasurer, or Secretary. 
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Treasurer (Officer) - Board Member Responsibilities 

• Attendance at monthly Board meetings, the Annual Meeting and any additional Town 
Hall/Special interest meetings that are scheduled. If attendance is not possible, a written 
report to be submitted to the secretary in advance of the meeting. 

● Oversee the CHSRC Business Manager. 

● Have custody of all funds and financial records of the Club, subject to such limitations 
and control as may be imposed by the Board of Directors.  

● Have authority to sign checks for the disbursement of the funds of the Club.  

● Collect revenues payable to the Club.  

● Provide and maintain full and complete records of all the assets and liabilities of the 
Club.  

● Prepare and submit to the Board of Directors such financial statements as the Board of 
Directors shall designate.  

● Prepare such financial reports and tax returns as are required by law.   

● NOTE - all officers are elected by the Board of Directors at the first meeting of the 
Board of Directors following the Annual Meeting of the membership. Consequently, 
members seeking a Board position do not run or announce their candidacy for the 
positions of President, Vice-President, Treasurer, or Secretary. 

 

Secretary (Officer) - Board Member Responsibilities 

• Attendance at monthly Board meetings, the Annual Meeting and any additional Town 
Hall/Special interest meetings that are scheduled. If attendance is not possible, a written 
report to be submitted in advance of the meeting. 
 

• In regard to monthly meetings, the Secretary will send out the meeting invitations which 
will include the meeting minutes and track attendance at all Board meetings. 
 

• Prepare and maintain full records of meetings of the Board of Directors and of meetings 
of members, including complete returns of all elections conducted in such meetings.  

● Give or cause to be given, in the manner herein prescribed, proper notice of all meetings 
of the members.  
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● Together with the President sign all official contracts, agreements, authorizations, and 
applications pertaining to the Club's business and cause to be affixed thereto the 
corporate seal and maintain custody of the seal.  

● Maintain a file of all correspondence of the Club 

● Secretary holds the position of Chair of the Membership Committee. 

● NOTE - all officers are elected by the Board of Directors at the first meeting of the 
Board of Directors following the Annual Meeting of the membership. Consequently, 
members seeking a Board position do not run or announce their candidacy for the 
positions of President, Vice-President, Treasurer, or Secretary. 
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COMMITTEE POSITIONS 
 

Snack Bar (Committee Chair) - Board Member Responsibilities 
 

• Meeting Attendance 
o Attendance at monthly Board Meetings, the Annual Meeting and any additional 

Town Hall/Special Interest Meetings that are scheduled. 
o If attendance is not possible, a written report to be submitted to the Secretary in 

advance of the meeting. 
 

• Financial Responsibilities 
o Provide recommendations for the Cardinal Hill Budget for the snack bar needs, 

including but not limited to staffing, operating costs and capital expenditures. 
o All receipts to be submitted to the CH Business Manager in a timely manner for 

either payment to a vendor or reimbursement. 
 

● Snack Bar Menu and Pricing 
o Identify the snack bar menu and pricing. 
o Define recipes and ingredient sourcing. 
o In coordination with Snack Bar Manager, define procedures for food preparations, 

handling and presentation. 
 

● Manage Staff 
o Hire all snack bar staff including Managers, Assistant Managers and staff. 

Typically managing 20-22 employees each season. 
o Determine staff compensation and terms of employment. 
o Define performance expectations of the Snack Bar Manager. 
o Provide guidance to the Snack Bar Manager for management of the snack bar staff. 
o Address staffing issues as necessary. 

 
● Manage Vendor Relationships 

o Interface with our food vendors and resolve issues as necessary. 
 

● Information System Administration 
o Configuration and administration of the point of sales system, credit card 

processing and staff scheduling tool. 
o Activate services at the beginning of the season and suspend them at the end of the 

season. 
o Upgrade applications as necessary. 
o Perform maintenance and troubleshooting of associated hardware. 
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● Financial Reconciliation 
o Coordinate with CH Business Manager who reconciles financial data between the 

Snack Bar POS system and CH accounting system.  
o Define cash and credit card handling procedures for the Snack Bar. 

 
● Equipment Maintenance, Troubleshooting, and Replacement 

o Coordinate with the Facilities Board Member to ensure that the Snack Bar 
equipment is maintained as per the maintenance schedule. 

o Troubleshoot and resolve equipment failure- including commercial grade 
refrigeration equipment, POS hardware, countertop appliances, etc. 

o Purchase and coordinate the installation of new equipment as necessary. 
 

● Oversight of all things relating to the Snack Bar  
o Define annual goals for the snack bar. 
o Define operating hours. 
o Interface with Swim/Dive team reps regarding meets and Divisionals. 
o Coordinate with Social and Pool Operations Board Members. 
o Address member complaints/concerns as necessary.   
o Prepare snack bar for season opening and end of season shutdown. 
o Assemble and maintain safety material for employees (Fire suppression system, 

fire extinguisher and infectious disease responsibilities). 
o Coordinate the Food Safety test for qualified employees. 
o Supplement food deliveries as needed (trips to Restaurant Depot, Giant, Costco, 

etc.). 
o Available at times to receive morning/afternoon food deliveries. 

 
• Committee Responsibilities 

o When required, be willing to serve on a committee within the Board to support the 
successful functioning of the club. 
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Facilities/ Landscape/Security (Committee Chair) - Board Member 
Responsibilities 

 
• Meeting Attendance 

o Attendance at monthly Board Meetings, the Annual Meeting and any additional 
Town Hall/Special Interest Meetings that are scheduled. 

o If attendance is not possible, a written report to be submitted to the Secretary in 
advance of the meeting. 

 
• Financial Responsibility 

o Provide recommendations for the Cardinal Hill Budget for the general maintenance 
and operation of the facility including the clubhouse, pool, tennis facilities, 
grounds maintenance, parking lot, fencing, trees and security. Recommendations 
will also be made for any capital expenditures. 

o All receipts to be submitted to the CH Business Manager in a timely manner for 
either payment to a vendor or reimbursement. 
 

• Annual Facility Walk-thru 
o Schedule and perform an annual facilities walk-thru with the pool management 

company 
o Identify all projects that will need to be completed for the successful opening of 

the facility 
o Prioritize maintenance and repair items in relation to timing of club 

opening/closing timeline. 
 

• Club Opening and Closing/Operations 
o Participate in the activities necessary to open the club for the summer season and 

confirming that all facilities related action items are complete. 
o Participate in the activities necessary to close the club for the off season. 

 
• Contractors 

o Maintain a list of contractors who have performed/are performing work at the pool 
to establish knowledge and consistency in regard to the facility. 

o Solicit and receive bids from contractors to address maintenance and repair issues. 
o Coordinate contract agreements for all work to be performed. 
o Schedule all work to be performed at the facility. 
o Meet or give necessary access to all contractors performing work. 
o Review all work performed to ensure that it has been done satisfactorily. 
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• Contracts 
o Review and amend contracts as necessary with providers – Lawn Maintenance, 

Security, etc. 
o If new bids are necessary, supply RFQ’s to competing companies and handle all 

correspondence throughout the quote process. 
o Meet any companies bidding on a contract at the facility to supply them with all 

necessary information. 
 

• Invoices 
o Responsible for approving all invoices for work that was approved to be 

performed. 
o Share all approved invoices with the CH Business Manager for payment to the 

designated contractor. 
 

• Maintenance Issues 
o Respond to unplanned maintenance issues throughout the seasons. 
o Issues can include but may not be limited to plumbing, electrical, carpentry or 

landscaping. 
o Schedule/coordinate the required repair. 

 
• Security/Internet 

o Review the security contract annually. 
o Confirm that the security cameras are monitoring the necessary areas. 
o Periodically monitor all security cameras to confirm that they are functioning 

properly. 
o Coordinate meetings with the security company in the event of any cameras that 

are not functional. 
o Review and coordinate with CH Business Manager on seasonal activities that the 

security company will need to be made aware of. For example, after hour social 
events at the facility, etc.  

o If necessary, review security footage. 
o Coordinate with providers for any internet issues. 

 

• Committee Responsibilities 
o When required, be willing to serve on a committee within the Board to support the 

successful functioning of the club. 
 
 

. 
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Social Events (Committee Chair) - Board Member Responsibilities 
 

• Meeting Attendance 
o Attendance at monthly Board Meetings, the Annual Meeting and any additional 

Town Hall/Special Interest Meetings that are scheduled. 
o If attendance is not possible, a written report to be submitted to the Secretary in 

advance of the meeting. 
 

• Financial Responsibilities 
o Provide recommendations for the Cardinal Hill Budget for the social activities of 

the club including but not limited to the cost to engage with outside entertainment, 
food, beverages, prizes, etc. 

o All receipts to be submitted to the CH Business Manager in a timely manner for 
either payment to a vendor or reimbursement. 
 

• Requirements 
o Plan, promote and arrange all NON swim, dive, tennis, and pickleball activities. 
o Activities may be adult only. 
o Ensure the fiscal viability of all events. 
o Organize volunteers to set-up/clean-up all events. 
o Share all dates and details of the activities with the CH Business Manager so that 

they can be promoted via email and posted on the club calendar and social tab on 
the homepage. 

o Work with the CH Business Manager to arrange any catering, equipment rentals 
and deliveries. 

o Alerts pool manager of upcoming events so that the appropriate staff can be 
scheduled to assist with any set-up/clean-up, etc. 

o Publicizes social activities on the club’s bulletin board and clubhouse signboards. 
o Maintains a list of events and notes associated with the events throughout the pool 

season. 
 

• Events 
o Social activities such as but not limited to Summer Kick-Off Social, Casino Night, 

Crab and Steak Fest, Cardboard Board Races, Friday Night Cornhole/Bocce, 
Human Foosball, Everyone and Their Mother Cornhole Tournament, Trivia Night, 
Concerts on the Green, etc. 
 

• Committee Responsibilities 
o When required, be willing to serve on a committee within the Board to support the 

successful functioning of the club. 
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Swim Team (Committee Chair) - Board Member Responsibilities 
 

• Meeting Attendance 
o Attendance at monthly Board Meetings, the Annual Meeting and any additional 

Town Hall/Special Interest Meetings that are scheduled. 
o If attendance is not possible, a written report to be submitted to the Secretary in 

advance of the meeting. 
 

• Financial Responsibilities 
o Provide recommendations for the Cardinal Hill Budget for the swim team needs 

including capital expenditures. 
o Work with the Swim Team Representatives and Swim Team Social Coordinator to 

manage separate budget for Swim Team activities funded through swimmer 
registration fees which are primarily used to fund social activities and swimmer 
incentives. 

o All receipts to be submitted to the CH Business Manager in a timely manner for 
either payment to a vendor or reimbursement. 
 

• Manage Staff 
o Hire head coach and based upon recommendations of head coach all other 

summers swim team staff. 
o Develop terms of employment. 
o Make recommendations for staff compensation to Board. 
o Define performance expectations. 
o Address staffing issues as necessary. 

 
• Coordinate Swim Lesson Program 

o Hire the manager for the swim lesson program for the member’s children. 
o Determine the rate of pay for the manager. 
o Work with the manager to determine the pay scale for the employees including any 

possible bonuses based on program participation. 
 

• Manage Vendor Relationships 
o Work with appropriate vendors in regard to swim-related equipment (i.e. lane lines 

and reels, backstroke flags, stop watches, canopies, etc.). 
o Order any necessary equipment. 

 
• Committee Responsibilities 

o When required, be willing to serve on a committee within the Board to support the 
successful functioning of the club. 
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Dive Team (Committee Chair) - Board Member Responsibilities 
 

• Meeting Attendance 
o Attendance at monthly Board Meetings, the Annual Meeting and any additional 

Town Hall/Special Interest Meetings that are scheduled. 
o If attendance is not possible, a written report to be submitted to the Secretary in 

advance of the meeting. 
 

• Financial Responsibilities 
o Provide recommendations for the Cardinal Hill Budget for the dive team needs 

including capital expenditures for the club’s diving board as related to maintenance 
and replacement. 

o All receipts to be submitted to the CH Business Manager in a timely manner for 
either payment to a vendor or reimbursement. 

 
• Manage Staff 

o Hire all summer dive team staff. 
o Determine staff compensation and terms of employment. 
o Define performance expectations. 
o Address staffing issues as necessary. 

 
• Manage Vendor Relationships 

o Work with appropriate vendors as related to dive board maintenance and 
replacement. 
 

• Committee Responsibilities 
o When required, be willing to serve on a committee within the Board to support the 

successful functioning of the club. 
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Tennis (Committee Chair) - Board Member Responsibilities 
 

• Meeting Attendance 
o Attendance at monthly Board Meetings, the Annual Meeting and any additional 

Town Hall/Special Interest Meetings that are scheduled. 
o If attendance is not possible, a written report to be submitted to the Secretary in 

advance of the meeting. 
 

• Financial Responsibilities 
o Provide recommendations for the Cardinal Hill Budget for the tennis program 

needs including capital expenditures. 
o All receipts to be submitted to the CH Business Manager in a timely manner for 

either payment to a vendor or reimbursement. 
 

● Contract/Employee Management 
○ Establish and negotiate the contract with the Tennis Director. 
○ Confirm with CH Business Manager that all Cardinal Hill teaching staff contracts 

are completed. 
○ Confirm with CH Business Manager that all Cardinal Hill court managers and 

junior pro employment documentation is current. 
 

● Oversee Tennis Director 
○ Direct Tennis Director to accomplish new systems or goals as deemed necessary 

by BOD. 
○ Ensure Tennis Director has assisted in and scheduled for adult and junior tennis 

teams, including practices with adequate tennis staff. 
○ Ensure Tennis Socials are routinely scheduled, communicated, and adequately 

staffed. 
○ Work with Tennis Director to establish tennis programming aligned with member 

expectations; examples would include junior programs such as camps, adult 
clinics, access to group and private lessons. 

○ Ensure club championships are schedule for junior and adult groups. 
○ Work with Tennis Director to establish expectations around facility 

cleanliness/maintenance and hires adequate staffing while following annual tennis 
budget. 
 

● Tennis Policy Management 
○ Manage and update club tennis rules and policies, such as court reservation rules, 

dress code, code of conduct, etc. 
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○ Manage club procedures such as season opening and closing, facilities 
management, etc. 
 

● Facilities Maintenance 
○ Manage relationships and contacts with vendors to provide court/ lighting work. 
○ Work with vendor to ensure court repair and capital investments are performed to 

expectations. 
 

● Financial Management 
○ Define and manage the annual tennis expense budget to support staff salaries, court 

and facility maintenance, tennis and instruction supplies, and other operating 
expenses. 

○ Define and manage the capital plan and execution of capital investment around 
court maintenance such as resurfacing and replacement. 

○ Participate on the Finance Committee to represent the tennis budget. 
 

● Membership Support 
○ Address member complaints and concerns, as needed.  
○ Represent the tennis communities’ interest in long term club planning. 

• Committee Responsibilities 
o When required, be willing to serve on a committee within the Board to support the 

successful functioning of the club. 
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Pickleball (Committee Chair) – Board Member Responsibilities 

 
• Meeting Attendance 

o Attendance at monthly Board Meetings, the Annual Meeting and any additional 
Town Hall/Special Interest Meetings that are scheduled. 

o If attendance is not possible, a written report to be submitted to the Secretary in 
advance of the meeting. 

 
• Financial Responsibilities 

o Provide recommendations for the Cardinal Hill Budget for the Pickleball program 
needs including capital expenditures. 

o All receipts to be submitted to the CH Business Manager in a timely manner for 
either payment to a vendor or reimbursement. 

• Equipment 
o Responsible for monitoring the condition of the current equipment and advising the 

Board concerning anything that needs to be replaced. 
o Responsible for suggestions on any new purchased that would need to be made for 

the Pickleball Community. 
 

• Committee Responsibilities 
o When required, be willing to serve on a committee withing the Board to support 

the successful functioning of the club. 
 

• Communication 
o Communicate with Tennis personal regarding court usage in the event that a tennis 

function/event will require the use of the Pickleball Court. 
 

• Community Growth/Social Activities 
o Responsible for planning activities to include the full Pickleball Community. 
o Coordinate with the Board as to dates and budget for any planned events. 

 
 

• Membership Support 
o Responsible for addressing member complaints and concerns, as needed. 
o Represent the Pickleball Communities’ interest in long term club planning. 

 

 

.  
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Pool Operations (Committee Chair) - Board Member Responsibilities 

 
• Meeting Attendance 

o Attendance at monthly Board Meetings, the Annual Meeting and any additional 
Town Hall/Special Interest Meetings that are scheduled. 

o If attendance is not possible, a written report to be submitted to the Secretary in 
advance of the meeting. 
 

• Financial Responsibilities 
o Provide recommendations for the Cardinal Hill Budget for the pool operation’s 

needs including but not limited to pool maintenance contract, daily 
operations/repairs and capital expenditures. 

o All receipts to be submitted to the CH Business Manager in a timely manner for 
either payment to a vendor or reimbursement. 

 
● Solicit and Evaluate Proposals for Pool Management 

○ Identify local, qualified pool management companies to bid on contract to manage 
the pool. Companies must be able to provide both pool personnel (managers and 
lifeguards) and maintenance services. 

○ Evaluate proposals (including contract terms) for pool management and make a 
recommendation to the Board of Directors for approval. 

○ Renegotiate contract extensions and modifications. 
 

● Liaise with Pool Management Company 
○ Review (and update, when necessary) Pool Rules. 
○ Provide oversight to ensure compliance with local, state, and federal laws and 

guidance. 
○ Serve as point-of-contact for managers and assistant managers. 
○ Work with managers and assistant managers to create pool climate and policies 

agreeable to membership. 
○ Mediate disputes and incidents at the pool involving members, members and 

guests, and/or management staff. 
○ Coordinate with swim team, dive team, and social events board members to ensure 

safe operation of events at the pool. 
 

● Oversee Pool Maintenance and Capital Improvement Projects 
○ Work with pool management company to conduct annual preseason walk-through 

of pool, pool deck, and clubhouse to identify preseason projects. 
○ Serve as Board point-of-contact for all pool maintenance and capital improvement 

projects. 
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○ Present and make recommendation to Board regarding all pool maintenance and 
capital improvement projects.  

○ Approve invoices for all pool maintenance and capital improvement projects. 

• Committee Responsibilities 
o When required, be willing to serve on a committee within the Board to support the 

successful functioning of the club. 
 


