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[bookmark: _GoBack]The Manager is responsible for managing, supervising and performing all the duties in the areas of operations, administration, maintenance and improvement of POA properties.  He is hired by the Board of Directors and reports to the Board.  He or she supervises all non-golf personnel in a professional manner and implements and maintains the policies established by the Board of Directors.
The Manager is responsible for hiring, directing and coordinating the activities of staff and contract personnel and evaluating their performance.
The Manager supervises the following:
· The collection of quarterly assessments and deposits and payments of insurance premiums, taxes and incurred operating expense.
· Plans, schedules, and coordinates general maintenance, major repairs and refurbishing of all POA assets such as water, sewer, roads, buildings and grounds.
· The collection and mailing of quarterly billings to POA members.
· Reviews all bills and supervises prompt payment as required.
· Monthly and quarterly reports to regulatory agencies and remits any payments due on a timely basis.
· The weekly preparation of payroll and maintenance of required records.
· All account receivables and account payables
· The preparation of delinquent notices monthly or as required
· All other functions performed by the Secretary
The following duties are performed on a daily, weekly, monthly or yearly basis as needed so as to be completed in a timely and appropriate manner:
· Acts as liaison between members and association committees
· Directs and coordinates the activities of staff and contract personnel and evaluates their performance
· Inspects grounds, facilities and all equipment routinely to determine necessity of repairs and/or maintenance
· Investigates complaints, disturbances and violations and attempts to resolve problems following legal rules and regulations
· Maintains record of sales for equipment use and labor to residents
· Prepares and administers contracts for provision of POA property services such as maintenance and security services
· Assists in preparing detailed budgets and financial reports
· Purchases building and maintenance supplies and equipment
· Purchases office supplies, furniture, computers, ensuring proper software’s are installed for financials and member data
· Maintains contact with insurance carriers, fire and sheriff department and other agencies to ensure protection and compliance with codes and regulations
· Meets with Board of Directors and committees to discuss and resolve legal and environmental issues or disputes between neighbors
· Writes and mails all letters to members for notice of violations
· Confers with legal representation on proper procedures in handling violation matters
· Solicits and analyzes bids from contractors for repairs, renovations and maintenance
· Provides information to engineer and maintenance firms for the purpose of drafting plans for any expansion of the water system, sewer system and roads
· Prepares delinquency reports on collections and application of funds
· Maintains all computer file records on a current basis
· Reviews security reports for outstanding comments or violations as listed by Burke County Sheriff’s department
· Pays security officers nightly prior to them reporting for duty and follows up on reported problems
· Assists security patrols on problems found while on patrol such as gates not working, fallen trees on roads, any other security issues
· Assists our board attorney, local realtors and paralegals with information regarding property sales
· Prepares and records liens and cancels all satisfied liens
· Manages all human resource matters including hiring, supervising, and motivating and/or disciplining any or all employees as needed up to and including discharging an employee
· Oversees employee performance, establishes, monitors and ensures effective staff organization
· Conducts annual reviews of all employees
· Maintains a “new hire” system that ensures each employee is properly trained and informed of all safety and employee rules and regulations
· Discusses the written probationary review policy with each new employee
· Assumes all responsibility for the human resource function to ensure that all state and federal laws are fully complied with in regard to each employee
· Post all meeting notices
· Maintains and implements an emergency plan to handle maintenance related issues in the absence of maintenance personnel
· Serves as back up when Maintenance men are not present to trouble shoot and repair security gates and water system
· Other duties as directed by POA Board
