SVEA 
General Manager

Position Description and Responsibilities 

Objective:  Ensure that all SVEA ongoing financial and operational activities display fiscal and operational integrity, and meet the stated service objectives of the SVEA Board of Directors.
Measures: 

· A highly qualified, stable, and promotable staff is hired and retained to meet all SVEA service and operational requirements.

· Staffing requirements are clear.  Specific functions are documented in Position Plans and clearly spell out responsibilities and measures.  

· Key SVEA positions are filled in a timely manner with qualified candidates, resulting in no service disruption for our members.  New members of the team receive appropriate coaching to become highly functioning members of the staff as quickly as possible.    

· Performance feedback is documented, consistent, and timely.  Employees have formal written evaluations at least annually, including progress on achievement of prior year goals as well as specific goals for the coming year.

· Specific progress against written goals is submitted to the Board in preparation for the Manager’s annual review.  This information will be the basis for the performance evaluation.

· Staff members show growth in responsibility, contribution, and promotability from year to year.  New responsibilities are reflected in updates to position plans.
· Salary recommendations are supported with relevant and updated salary survey data from comparable outside companies.  

· Staff has appropriate access to technology, tools and training to meet specific position responsibilities and SVEA objectives.  
· When promotional opportunities are available, we identify a qualified candidate to fill the position, ideally someone from within.  

· Operational processes are constantly monitored to ensure they are meeting objectives; necessary steps are taken (either by taking direct action or reporting to the appropriate person that action or monitoring is needed) for all situations that do not meet objectives.  
· All financial operations of SVEA meet high standards of integrity and fiscal prudence. 

· All cash flow operations (collections and expenditures) are done in a correct, timely, comprehensive, and fiscally responsible manner.

· A draft annual budget is ready for Finance Committee and Board of Directors’ review at the fall meeting.  Annual spending is within plan.  Monthly reports showing spending relative to budget are published with analysis of significant deviations from plan.

· An annual audit of financial operations is accomplished through a 3rd party; results show appropriate financial controls are in place.

· Necessary and adequate insurance coverage is in force at all times. 
Objective:  Facilitate Success of SVEA Board of Directors in achieving their mission. 

Measures:
· The SVEA Board of Directors is kept informed in a timely manner of all matters of consequence affecting any aspect of Elkhorn or its operations.  Articles of interest in local newspaper and other sources are routinely filtered in a timely manner to appropriate BOD members to help in their decision making.  

· New board members receive a standard membership package that includes a synopsis of key issues facing the board, prior year BOD meeting results, the Master Declaration, a listing of current BOD members and contact information, current SVEA staffing profiles, position plans, operational and capital budgets and balance sheets.  
· Planning of BOD meetings and meeting follow-up facilitates appropriate and timely action from committee members and staff.

· SVEA meetings are scheduled in a timely manner.  Communication regarding meeting timing and logistics is timely, clear, and easily accessible.  
· Agenda and supporting documentation is published at least one week prior to the meeting.  This requirement is waived for ad hoc meetings with less than two weeks preparation time.
· Meeting minutes are published within 5 business days of meeting, and clearly represent the key issues, decisions, and action items agreed upon.  Action Items have a documented owner, deliverable, and due date.  Updates to the BOD are scheduled on the next agenda or when appropriate.   

· Action items are monitored with timely reminders to owners regarding due dates and deliverables.  Expectations are reset regarding deliverables and due date if necessary.  
· Sub-committee structure, responsibilities, leadership and goals are documented and easily accessible. 
· Participation in long-range planning brings significant insight regarding Elkhorn and SVEA physical, political, public relations, operational, and owner needs, rights and goals.  Plans are documented, and follow-up is timely and appropriate (as detailed in the above BOD meeting measures).  
Objective:  SVEA legal requirements and contractual obligations are fully satisfied.
Measures:  

· Understand in detail and continually review SVEA governing documents (Master Declaration, Sub-declarations, ADC Manual, Elkhorn Rules, Board Resolutions, etc) to be certain implementation is uniform and complete and to suggest changes when such becomes necessary from an operational or practical standpoint. 

· Ensure that for the Annual Meeting sufficient proxies are obtained to conduct all proposed and necessary business. 

· Participate in all SVEA contracts and contracting processes to ensure goals, timing, and budget requirements are met.  
· Assist in owner dispute resolution in all forms (owner v. owner, owner v. SVEA, owner v. sub-association, owner v. staff, etc)

· Understand function of and use SVEA legal counsel in necessary and appropriate fashion.

Objective:  Ensure appropriate communication to all SVEA stakeholders.
Measures:  

· Communication vehicles and appropriate content generation mechanisms are in place and achieve desired results

· “Push” (SVEA ( stakeholders) communication vehicles – i.e. newsletters, homeowner contact lists -- are available to distribute SVEA news/issues to key stakeholders – individual homeowners, the SVEA community, sub-associations, local government, and staff.  Publication meets established timelines and goals.
· “Pull” (stakeholder initiated information requests) communication vehicles – i.e. website, SVEA phone lists -- are easily accessible and well-communicated to our constituency.  Feedback indicates content is relevant, clear, and timely.  Updates meet established timelines and goals.  
· Data collection regarding contact information for SVEA stakeholders is timely, useful, accurate and updated at least annually. 
· Relevant content for both push and pull vehicles are actively solicited from Sub-Committee chairs, staff, sub-associations, and other key members of the community. 

· Feedback from stakeholders indicates the content was relevant and easily accessible.  
· The communication plan is updated at least annually, including an objective assessment of the success of the prior year communication activities.  
· SVEA homeowner meetings (Annual Meeting, Summer Membership Meeting and Barbeque)  are well-communicated and well coordinated.  Attendee feedback indicates it was a good use of their time.  Attendance grows year to year.  
· Interactions between the SVEA manager and SVEA constituencies reflect positively on the SVEA association.  The manager is seen very positively as the “face of SVEA” to the SVEA community.  

· Public relations opportunities throughout the community are handled in a positive manner.  This includes Manager’s personal interaction with both the relevant government bodies as well as SVEA membership, attending public meetings held by City of Sun Valley, Sun Valley Company, etc. 

Objective:  Complete special projects as assigned. 
Measures:

· Actively participate in suggesting appropriate, high-impact projects to further the mission of SVEA.  Projects are accepted with enthusiasm.
· Actively work with the BOD to determine specific plans and goals.

· Project results meet established goals and timelines.  
Approved at the April 7, 2006 Board Meeting. 
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