SVEA
Accounting/Office Manager
Position Description and Responsibilities

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

· Responsible for overseeing all general office functions and the hiring, training and supervision of temporary help, and summer administrative assistants.

· Perform/assist with all office functions, e.g., answering telephones, taking messages and routing calls, greeting owners, guests, etc. coming into office, issuing amenity cards, association errands, open and route mail, arrange special mailings, filing, e-mail.

· Maintain SVEA Website by updating amenity schedules, adding newsletters and posting any pertinent information.

· Responsible for maintaining an inventory and ordering any needed maintenance on all office equipment and for monitoring and ordering of all office supplies, amenity card film and kitchen supplies.

· Attend all SVEA Board meetings and other appropriate meetings.  Assist with preparation for meetings/functions.
· Attend ADC meetings assisting ADC Administrator as required.

· Prepare daily “money control” after opening payments and placing in order by account number.  Liaise with accounting regarding problems and printing statements.  Follow “Collection Policy” as set forth by the Board of Directors.  Balance to A/R register at the end of every month.
· Maintain SVEA database.

· Maintain current owner names and addresses on all necessary files/documents.  Keep in contact with Title Companies after they have called for monies owed by prospective sellers.  This is done with a pending file, where inquiry is kept every time they call.  Be certain we receive a Warranty Deed for sold properties. 

· Prepare and send “Welcome Letters” with all the required information to new owners after receiving a Warranty Deed. Track new owners for newsletter.
· Prepare and send “follow-up letters” to new owners asking for updates on phone numbers, email, etc.
· Keep a list of multiple owners and update when necessary, when making changes of addresses.

· Prepare all accounts receivable input for bookkeeping service.  When statements are received, inspect them, burst, separate carbons and prepare to mail with assistance of co-workers and outside office help that you have arranged.  Enclose a newsletter and any other pertinent information with the statement.  Write adjustment vouchers. Confirm dollars for each workday of the month.

· Prepare and send a “reminder” with a second statement 60 days after the first mailing.

· Monitor payments and send 3rd statement after 90 days of billing date (two letters – one certified and the other regular mail) with a Demand letter (see procedure).  Thirty days from this date, a lien is filed and the owner is charged $200.  

· Monitor liens and if payment is not received 60 days after the lien is filed, send information to Association attorney to begin foreclosure proceedings.  Send attorney information from when owner first became delinquent.  Keep in contact with attorney (see procedure) as to progress being made.

· Prepare a list, monthly, of liens and foreclosures for Board members.

· Prepare accounts payable; writing checks and coding to appropriate general ledger account codes; transferring needed funds from the savings/money market accounts to checking accounts; obtaining two signatures on all checks; mailing checks and filing check copies and invoices.  Ensure W-9's are on file for all vendors.

· Prepare bi-weekly payroll for SVEA employees.  Maintain employee personnel files

· Prepare monthly general ledger and supporting reports on an accrual basis.

· Prepare monthly, quarterly and annual tax reports as required, including but not limited to, state and federal withholding and unemployment, W-2's and 1099's, and new hire reports.

· Monitor changes to Capital Reserve Study.

· Maintain current revoked amenity card list and distribute to all appropriate locations.

· Maintain current Blaine County listing of owners of record (usually annually/May).

· Prepare & write Elkhorn Community News quarterly, and arrange for mailing.

· Provide assistance to pool manager and assist in training pool attendants.
· Prepare all pool use graphs and reports for pool committee.
· Understand and advise eligible employees on SVEA health insurance benefits.

· Compute interest and send monthly statement for the SVEA assessment on Elkhorn Resort’s undeveloped parcel. 
· Prepare information for the annual 5500 for 401(k) plan.

· Oversee and update computers as needed. Supervise the smooth operation of the network and order appropriate repairs as needed.
· Perform additional tasks as required, and investigate and assist with special projects. 
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