
SVEA

Architectural Design Committee Manager

Position Description and Responsibilities

Duties for this position include, but are not necessarily limited to:

ARCHITECTURAL DESIGN COMMITTEE
1.
Be familiar with and understand all areas of SVEA Architectural Design Committee Manual, Master Declaration, Elkhorn sub-association Covenants Conditions & Restrictions, Elkhorn Rules, and Resolutions, as well as City of Sun Valley Zoning Ordinances.

2.
Receive and review all incoming ADC submittals.  When necessary, assist applicants and/or their architects to ensure all required information is included in submittal package.  Set up ADC files for all projects as needed.

3.
Organize, prepare, and distribute materials for all ADC meetings.  Select architects from the SVEA roster to attend meetings being sensitive to any possible conflicts of interest, as well as utilizing the same people when an applicant is returning from a tabled project.  Prepare and distribute minutes of the meetings to all appropriate parties.  Notify applicants, via letter, of the committee's determination on their project.  

4.
Maintain a current roster of all SVEA ADC members and their terms of service.  Recommend replacement members for Board appointment when terms are near expiration.

5.
Perform regular physical monitoring of all Elkhorn ADC construc​tion projects to ensure conformance to all appro​priate require​ments.

6.
Responsible for the maintenance of all files, records and documentation of ADC operations and requirements, and responsible for all ADC related correspondence.


7.
Attend all ADC meetings and inspections and appellate hearings on ADC affected matters.  Follow up with all conditions of approvals to ensure compliance.

8.
Attend City Planning & Zoning Meetings/Hearings to monitor progress of Elkhorn applications/projects.

VIOLATIONS
1.
Responsible for weekly inspections of all Elkhorn properties to ensure compliance with the General Restrictions of Elkhorn (Article III of the Master Declaration).

2.
When necessary, prepare and send Violation Notices and Hearing Notices.  Monitor and document all progress.

3.
Organize, distribute materials for, and prepare minutes for any needed VHB meetings.
GENERAL
1.
Attend all SVEA Board Meetings, Owner Meetings, and other appropriate meetings.  Assist with preparation for meet​ings/functions.

2.
Assist with answering telephones and routing calls, greeting owners, guests and others coming into the office, issuing amenity cards, running office/association errands, opening and routing mail, statement and special mailings, filing statements, preparing bank deposits, and all other general office duties.

3.
Assist with any Special Projects as needed, i.e., when appropriate, participate in preparation of bid documents, contractor negotiations and the supervision of contractors.
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