Community Association

Board Positions

POSITION




ALTERNATE POSITION NAME
President

Vice President 



(President Elect)
Past President

Secretary




Recorder
Treasurer




(Director of Finance)

Indoor Coordinator 


(Director of Recreational & Cultural Activities)
Newsletter Coordinator 

(Communications Director)

Website Coordinator



Membership Coordinator

(Director of Membership)
Civics Coordinator


(Director of Civic Affairs)
School Liaison 



(Director of Education)
Member-at-Large


(Director-at-Large)

Basketball Coordinator


(Director of Basketball)

Softball Coordinator


(Director of Softball)

Soccer Coordinator


(Director of Soccer)

Social Coordinator


(Director of Social)

Rink Coordinator



(Director of Rink Programming & Operations)






I.e. if more than one outdoor rink)
Volunteer Coordinator


(Director of Volunteers)
Community Garden Coordinator
President
Role: Overall leader of the Community Association.  Coordinates the activities of the Association to ensure the organization’s objectives are carried out.
Responsibilities:

1. Preside at meetings of the Executive and at the Annual General meeting of the Association.

2. Prepare the agenda for each meeting.

3. Ensure meetings run smoothly and quickly in a positive atmosphere.

4. Appoint a member of the Executive to act in his/her capacity in the absence of the President and Vice President.

5. Chairs all meetings according to parliamentary procedures (Robert’s Rules of Order).

6. Has signing authority for all payments made by the Association and for all legal papers and contracts.

7. Ensure that all Executive are given training in their duties and responsibilities.

8. Ensure that all Executive carry out their assigned responsibilities and duties.

9. Act on the Community Association’s behalf in matters pertaining to the association to various levels of government, outside agencies, the City of Saskatoon, and at public functions.

10. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Intense
· coordinate and prepare for monthly executive meetings

· contacts with other Executive between meetings

· field inquiries from membership

· committee meetings and various community activities

· provide decisions to problems incurred by Executive

· use problem solving skills

Skills:
Leadership


Management


Commitment


Decision making


Coordination


Public relations


Delegation


Diplomacy

Vice President

Role: Assist the President in the overall leadership of the Association.
Responsibilities:

1. In the absence of the President, he/she will act on the behalf of the President and perform the duties of the President.

2. Act as a President in training, becoming familiar with all other Executive positions and their duties.

3. Prepare grant applications.

4. May act on any committee or subcommittee.

5. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Light

· monthly Executive meetings

· chairing a meeting in the absence of the President

Skills:
Management



Leadership


Decision making


Commitment


Coordination



Public relations

Past President

Role: Acts in an advisory capacity to the executive of the Association.
Responsibilities:

1. Advise the President on affairs of the previous term and on relevant operations for the future.

2. Assist in training the President on the affairs of the organization.

3. Advise the Executive of procedures and policies that have happened in the past.

4. Provide a link from previous years administration to the present.

5. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:
Light

· attend monthly executive  meetings

· be available to answer questions over the telephone

Skills:
Advisory
Mentoring
Leadership
Dependability

Secretary

Role: Records all proceedings of the Community Association.
Responsibilities:

1. Record and preserve the minutes of Board, Annual and Special meetings of the Association.

2. Type up and distribute minutes of the meetings to all the Board members and Community Consultant.  Minutes will be distributed 10 days after the meeting and will be mailed or delivered to each Executive member.

3. Make notification of next meeting to all Executive members (by phone, written announcement or minutes of previous meeting).

4. Keep and maintain attendance record of Executive.

5. Maintain an up-to-date file of all minutes to be kept in the Community Association office.

6. Assist with agenda preparation as required.

7. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:
Light

· attend monthly Executive meetings

· type minutes as per approved format (see attached)

· distribute minutes in a timely fashion

· assist on committees

Skills:
Minute taking

Word processing


Typing


Coordination


Administration

Commitment

Treasurer
Role: Responsible for the overall financial matters of the Association.
Responsibilities:

1. Maintain the financial records of the Association in accordance with general accounting practices.

2. Prepare and present current financial statements in writing at each monthly Executive meeting.

3. Coordinate the preparation and the presentation of the annual budget for the association.

4. Responsible for preparation and depositing of all deposits, which includes balancing, deposit slips, etc.

5. Responsible for preparation and payment of all payables (cheques, account payable sheet, receipt balancing).

6. Coordinate the collection of registration fees and membership fees charged by the Association.  Preparation of all floats needed from registration events.  Balancing of all monies received from Community Association events.

7. Prepare all grant application forms and submit to Community Development, City of Saskatoon.

8. Prepare financial statements for presentation to the community at Annual General meeting.

9. Act as co-signatory on documents and cheques drawn on the Associations funds.

10. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Moderate

· attend monthly Board meetings

· prepare financial statements and regular banking procedures

· assist at registration nights, membership blitz and social functions

Skills:
Administration


Accounting skills


Decision 



Coordination


Organization



Diplomacy


Public relations


Commitment

Indoor Coordinator 
Role: Responsible for the planning, management and coordination of all indoor recreational activities, fine arts and crafts programs.
Responsibilities:

1. Attend monthly Board meetings and report the progress of registration, participation, etc.

2. Prepare a list of programs to be offered, time schedules and fess to be charged for approval by the Executive.

3. Apply through the public school board and through the principals of the separate schools for the use of school facilities.

4. Coordinate the registration of the fall, winter and spring indoor programs.

5. Prepare information and reports to be submitted to the Association and Community Development Branch, City of Saskatoon.

6. Prepare Program Information Forms (yellow sheets) and submit them to Development Branch.  Submit requests to the City for instructors and hire instructors where necessary.

7. Ensure registration date, program activities, descriptions, locations, dates, times and fee schedules are advertised in the Community Association newsletter prior to registration.

8. Resolve situations arising with schools, caretakers, programs and participants.

9. Submit an annual budget.

10. Recruit volunteers for parent supervision and registrations.

11. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:
Intense

· attend monthly meetings

· keep Executive up-to-date as to enrolment, cancellations, problems, etc. of programs

· follow monthly tasks guidelines

Skills:
Programming

Cooperation


Scheduling


Leadership


Delegating


Diplomacy


Public relations

Newsletter Coordinator
Role: Prepare and coordinate distribution of newsletters and other such communiqués for the purpose of promoting the Community Association.
Responsibilities:

1.
Establish a newsletter preparation and distribution schedule, along with a list of anticipated content for each newsletter issue. 

2.
Write and/or solicit articles from community members and other Board members.

3.
Type, assemble and edit all information for communiqués of the Board to ensure continuity and consistency.

4.
Ensure all standards for the newsletter are met: 4 to 6 newsletters per year; community association logo appears on front page; list Board members positions with phone numbers (if disclosure approved); publish the purpose and objectives of the community association; keep a copy of each communiqué on file.    

5.
Solicit advertising from within the neighbourhood adhering to the advertising policy and rates established by the Board (only if advertising is allowed by the Board).

6.
Contract a printing agency as required.

7.
Determine a distribution method that is both economical and thorough. NOTE: The community association must attempt to deliver newsletters to all neighbourhood households.
8. Annually prepare a budget projection for all communication expenses, as well as, provide a year end report of expenses at the Annual General Meeting.

9. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:
Moderate

Skills:
Organization




Communication


Computer skills (I.e. MSPublisher)

Editing


Writing




Public relations



Knowledge of the community

Commitment

Website Coordinator
Role: Maintains the Community Association website

Responsibilities: 

1. Coordinate the establishment of a website suitable to the work and image of the Community Association.

2. Ensure that appropriate information is posted to all web pages.

3. Keep the website current by updating any web pages that may be obsolete because of specific dates, times, etc.

4. Evaluate the usage and effectiveness of the website by always taking note of any comments and suggestions relating to the website.

Time Commitment: Moderate

Skills:
Computer skills


Communication


Organization



Writing

Public relations


Neighbourhood knowledge

Membership Coordinator
Role: Coordinate selling of memberships and maintain an accurate membership list.

Responsibilities:

1. Type and maintain an accurate and up-to-date membership list, which will be kept on the office computer.  Provide membership lists for program registrations.

2. Coordinate, organize and oversee the annual September Membership Blitz, which includes:

· order membership cards.  Ensure the question whether they or any member of their household would like to volunteer is asked on the card and in person.

· order promotional give-aways for households that purchase a membership (magnets, calendars, pens, etc.).

· recruit volunteers to go door-to-door selling memberships.

· ensure brochures or other promotional materials are dropped off at each household.

· advertise and promote the blitz through the community association newsletter.  Other methods of advertising may be used.

· ensure volunteers and canvassers are properly thanked and recognized. (Example:  coffee and donuts after blitz, free fridge magnet, etc.).

3. Attend all indoor and outdoor program registrations for the purpose of selling memberships to individuals participating in programs.
4. Prepare reconciliation for each blitz and registration and turn it into the Treasurer.
5. Maintain a confidential list of volunteers (Volunteer Registry) on the office computer using Microsoft Access.  The office computer Volunteer Registry will be updated at least once a month.
6. Encourage and oversee that Board members provide the Membership Coordinator with an up-to-date list of their volunteers and any changes.
7. Provide a computerized list of volunteers to Board members as requested.
8. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Light to moderate

· attend monthly Executive Meetings

· ensure membership blitz is a positive public relations event

Skills:
Administration

Coordination



Computer skills

Organization skills

Civics Coordinator

Role: Coordinate the efforts of the Community Association in matters that pertain to neighbourhood traffic patterns, zoning, property assessment and all of those things outside of parks and recreation concerns that have an effect on the quality of life of the residents.
Responsibilities:

1. Attend the monthly Community Association meetings and give a report on the activities of the Lawson Suburban meeting.

2. Deal with civic matters that require representation to local government.

3. Represent the Community Association on civic matters that impact the neighbourhood.

4. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Light

· assist on committees

· attend Executive Meetings

Skills:
Communication skills - verbal and written


Political astuteness



Public relations

School Liaison

Role: Act as a liaison between the Community Association and the School Community Council.
Responsibilities:
1. Attend monthly meetings of both the Home and School Association and the Community Association.  Give a report of relevant activities of each association.

2. Advise the school of newsletter deadlines.

3. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Light

· attend monthly meetings

· good public relations skills required

Skills:
Communication

Commitment

Member at Large

Role: Voting member of the Board of Directors with no specific responsibilities unless assigned on an ad hoc basis. (This position can be used as a training ground for specific Board positions.)
Responsibilities:

1. Attend monthly Board meetings.

2. Provide assistance for special projects.

3. Be willing to get involved and learn new things.  Have a positive attitude.

Time Commitment:
Light

Skills:
Flexible
Commitment
Diversity

Basketball Coordinator
Role: Organize and coordinate the basketball program for the Community Association.
Responsibilities:

1. Organize and coordinate registration and develop team lists.

2. Ensure there are sufficient coaches for the teams and that the coaches are aware of their duties.  Keep in contact with coaches to ensure things are running smoothly.

3. Register teams with Saskatoon Minor Basketball Association.  Be knowledgeable in and keep coaches informed about league regulations.

4. Work with the Indoor Program Coordinator to establish gym times and locations for teams.

5. Work in cooperation with other community association basketball coordinators to ensure that all players registered may be placed on a team.

6. Encourage fun, participation, skill development and good sportsmanship.

7. Purchase and maintain all equipment.

8. Distribute schedules and equipment to coaches.

9. Establish yearly budget for all basketball needs.

10. Become familiar with the policies of the association and keep the association up-to-date with what is happening in the basketball program.

11. Keep the community informed of what is happening with the basketball program by putting articles in the community newsletter.

12. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitments:  Seasonally intense

· attend monthly meetings

· good public relations skills required

· problem solving skills required

Skills:
Organization


Diplomacy


Scheduling


Commitment


Leadership


Public relations

Softball Coordinator
Role: Organize and coordinate the softball program for the Community Association in cooperation with Saskatoon Minor Softball League.

Responsibilities:

1. Organize and coordinate registration and develop team lists.

2. In conjunction with Saskatoon Minot Softball League, ensure all details regarding times, dates, and locations of all games are established.

3. Ensure there are sufficient coaches for the teams and that the coaches are aware of their duties.

4. Encourage fun, participation, skill development and good sportsmanship.

5. Provide dates and times of clinics for coaches, umpires and players.

6. Work in cooperation of other Softball Coordinators in our zone.

7. Purchase and maintain all equipment.

8. Distribute schedules and equipment to coaches.

9. Establish yearly budget for all softball needs.

10. Coordinate and organize the Community Association Annual “Fun Day in the Park” softball tournament.

11. Keep the community informed of what is happening with softball by putting articles in the community newsletter.

12. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Seasonally intense

· attend monthly meetings

· good public relations skills required

· problem solving skills required

Skills:
Organization


Diplomacy


Scheduling


Commitment


Leadership


Public relations

Soccer Coordinator
Role: Organize and coordinate the soccer program for the Community Association in cooperation with Saskatoon Youth Soccer.
Responsibilities:

1. Organize and coordinate registration and develop team lists.

2. In conjunction with Saskatoon Youth Soccer, ensure all details regarding times, dates, and locations of all games are established.

3. Ensure there are sufficient coaches for teams and that the coaches are aware of their duties.

4. Encourage fun, participation, skill development and good sportsmanship.

5. Organize and establish training clinic for coaches.

6. Evaluate the activity and make specific recommendations to enhance the programs.

7. Work closely with Saskatoon Youth Soccer to establish league regulations.

8. Purchase and maintain all equipment.

9. Distribute schedules and equipment to coaches.

10. Work in cooperation with the Indoor Program Coordinator to establish game and practice times.

11. Establish yearly budget for all soccer needs.

12. Organize and establish clinics for players.

13. Keep the community informed of what is happening with soccer by putting articles in the community newsletter.

14. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Seasonally intense

· attend monthly meetings

· good public relations skills required

· problem solving skills required

Skills:
Organization


Diplomacy


Scheduling


Commitment


Leadership


Public relations

Social Coordinator
Role: Organize and coordinate social activities for the Community Association.
Responsibilities

1. Decide what social events and activities will be instigated for the year and advise the Board.

2. Organize and arrange all social events where refreshments and entertainment are required.

3. Prepare a budget for each social event and present to the Board of Directors for approval.

4. Set up a Social Committee.

5. Recruit volunteers to provide assistance with the event.

6. Work with the Newsletter & Website coordinators to advertise all community events.

7. After each event, give a final report at the executive meeting.

8. Prepare an annual budget.
9. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:  Moderate

· attend monthly Board Meetings

· good public relations skills

· excellent organizational skills

· creative and flexible

· possible job share – each person takes on one event

Skills:
Organization


Flexibility


Planning


Commitment


Creativity


Public relations

 Director of Rink Programming and Operations
(if more than one outdoor rink)

Role: Overall administration of rink operations for the Community Association. 
Responsibilities:

1. This position overseas all the rinks, but is not responsible for flooding, supervision, snow removal, repairs, equipment, etc., which is handled by the Rink Coordinator at each school.  The Rink Coordinator is appointed by the parent council at the school.  The Rink Coordinators report to the Director of the Rinks.

2. Apply for all grants pertaining to the rinks with assistance from the Community Consultant.  These grants include:

· The Rink Operating Grant Claim – provides assistance for the day-to-day operations of the rinks for the past year.  It is applied for by April 30th and receipts for expenses must be included from the past year (sheet attached).  Claim may be for up to ½ the cost of expenses.  See rink policy and procedures manual for acceptable expenses.

· Rink Operating Grant – An estimate of operating costs must be submitted for the upcoming year by April 15th.

· Rink Improvement Grant – provides assistance for major rink improvements.  (sheets attached)

3. Ensure schedules are provided by Rink Coordinators (sheets attached) and advertised in the newsletter and any other form of rink promotions.  Ensure rinks are open on alternating days.

4. Provide technical assistance in regards to maintenance of rinks if required.

5. Director of Rinks handles all rink financial matters.

6. Approval for any rink expenses must be made directly to the Director of Rinks.

7. Prepare and submit annual budget.

8. Follow Community Association rink policy and procedures manual.

9. Meet with Rink Coordinators to ensure they are familiar with what is required of them.

10. Prepare year-end report for presentation to the Executive.

11. Prepare rink recommendations to the Executive.

12. Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:
Light to moderate

· attend monthly Executive meetings

Skills Required:
Organization


Public relations




Administrative


Diplomacy




Commitment

Rink Coordinator
Role: Oversee the operation of the outdoor rink on behalf of the Community Association. 
Responsibilities:

1.
Responsible for flooding, supervision, snow removal, repairs, equipment, etc., which is handled by the Rink Coordinator at each school.  The Rink Coordinator reports on all rink matters to the Board of Directors.
2.
Maintains all records pertaining to the operation of the rink. Assists in applying for all grants pertaining to the rink with assistance from the Community Consultant.  These grants include:

· The Rink Operating Grant Claim – provides assistance for the day-to-day operations of the rinks for the past year.  It is applied for by April 30 and receipts for expenses must be included from the past year (sheet attached).  Claim may be for up to ½ the cost of expenses.  See rink policy and procedures manual for acceptable expenses.

· Rink Operating Grant – An estimate of operating costs must be submitted for the upcoming year by April 30th.

· Rink Improvement Grant – provides assistance for major rink improvements.

3.
Ensure schedules are developed and advertised in the newsletter and any other form of rink promotions.  Ensure rinks are open on alternating days.
4.
Provide technical assistance in regards to maintenance of rinks.
5.
Handle all rink financial matters if designated by the Board of Directors. Approval for any rink expenses must be made directly to the Board of Directors.
7.
Prepare and submit annual budget.
8.
Follow Community Association rink policy and procedures manual.
9.
Prepare year-end report for presentation to the Board.
10.
Prepare rink recommendations to the Board.
11.
Watch for and encourage new individuals to volunteer for the Community Association.

Time Commitment:
Moderate / High (in winter season)
· attend monthly Board meetings

Skills Required:
Organization


Public relations




Administrative


Diplomacy

Commitment
Volunteer Coordinator
Role: Provide management, recruitment, training and orientation for volunteers associated with the Community Association.
Responsibilities:

1. Interview prospective volunteers – try to place them in position that they show an interest in and they would do a good job.

2. Orientate and train new volunteer using training manual.

3. Constantly provide assistance to newer volunteers and keep in contact with other Board members through telephone, email, registrations, etc.

4. Provide Board members with binders (see sample) when not handed over to new Directors.

5. Initiate and circulate a sign up sheet to provide refreshments at meetings.  Provide those who have signed up with a copy and phone call before meeting to provide a reminder.

6. Set up volunteer table at all registrations and circulate amongst the members - this provides high visibility.  Have volunteer registry forms available and hand out.

7. Newsletter – provide information material 1 or 2 times per year on what the community association is all about. Put in a volunteer registry form in 2x year. 
8. Advertise for volunteers and vacant positions through the newsletter.

9. Provide Welcome Wagon with brochures to hand out to new residents.

10. Ensure brochures are available (and replenish) at all elementary and high schools, the Civic Centre and local businesses.

11. Assist with membership drive ensuring all areas are blitzed.  Do a brochure drop-off at the same time.

12. Encourage all Board to recruit their own replacement and have the new recruit shadow the present executive member.

13. Marketing – encourage Board to constantly promote the association’s positive image through:  newsletters, brochures, volunteer thank you, and paraphernalia (mugs, pens, etc.).

14. Remind Board that the best recruiters are volunteers who keep their eyes open for people who express an interest in becoming involved.  Word of mouth from you will carry a lot of weight in recruiting new volunteers.

15. Encourage volunteer recognition – E.g. socials, t-shirts, mugs, etc.

16. Ensure job descriptions are updated regularly.

17. Attend monthly Board meetings.

Time Commitment:
Moderate (when job sharing)

Skills:
Organization




Communication


Telephone skills



Public relations


Ability to place and train volunteers
Knowledge of ways to motivate

Knowledge of the community

Diplomacy


Commitment

Community Garden Coordinator

Role: Organize and coordinate the Community Garden program for the Community Association.

Responsibilities:

1. Acts as a liaison between the community association and the garden organization.

2. Assigns duties to the site manager, compost manager and newsletter coordinator.

3. Is responsible for membership organization, collecting registration forms and fees and assigning plots.

4. Is responsible for securing a water source and land lease agreement prior to the gardening season.

5. Is responsible for developing and distributing a calendar of social events and maintenance work bees to the membership.

Time Commitment:  Seasonally intense

Skills:
Organization



Diplomacy


Scheduling



Commitment


Leadership



Public relations


Plant husbandry (gardening)



