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Operations Manager
Position Description and Responsibilities
Duties for this position include, but are not necessarily limited to:

GENERAL
· Be familiar with and understand the SVEA Master Declaration, Architectural Design Committee Manual, Elkhorn Sub-association Covenants Conditions & Restrictions, and Elkhorn Rules

· Be familiar with all SVEA owned properties such as Harker Center structure, Harker Park, Harker and Village pool facilities and tennis courts, and open space areas
· Attend all SVEA Board Meetings, applicable Committee Meetings, and other appropriate meetings  

· 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.  Cross train with Office/Accounting Manager and ADC Manager in order to cover vacations, etc.
· Participate in the annual budgeting process
· Assist with any Special Projects as needed.
MAINTENANCE
· Responsible for the maintenance of Elkhorn facilities, amenities and grounds

· Perform regular inspections of all SVEA owned properties to ensure such are well maintained.  Such properties include but may not be limited to; pools, spas, tennis courts, park, ponds, trails and paths, all open space, parking lots, structures, etc.
· Ensure that all components of SVEA assets are in good working order and are in line with the estimated life expectancy as outlined in the Capital Reserve Study

· Responsible for the hiring, supervision and evaluation of Maintenance Manager

· Participate in preparation of bid documents, contractor negotiations and the supervision of contractors for all maintenance work on Elkhorn facilities, amenities and grounds.
POOLS
· Responsible for the safe and professional operation of the SVEA Pools

· Understand and enforce all SVEA Rules pertaining to the Pools

· Understand all SVEA Procedures pertaining to the operation of Pools

· Work closely with the Pool Committee in reviewing owner communications, user numbers and times of use, and staffing requirements in order to determine operating dates and times, and to develop budgeting information

· Ensure that components of pools and accompanying amenities are in good working order and are in line with the estimated life expectancy as outlined in the Capital Reserve Study 

· Hire, supervise and evaluate Summer Pool Manager(s) utilizing established Position Plans
· Hire, schedule, supervise and evaluate Winter Spa Attendants utilizing established Position Plans
· Ensure that the required paperwork (correct mailing addresses, W-4, I-9 forms, employee’s emergency information, etc.) is completed and delivered to the Accounting Manager prior to scheduling new employees for work

· Responsible for meeting the payroll budgets

· Train pool personnel in office, spa and pool duties.  Hold staff meetings as needed.  To improve communications during the summer season, send bi-weekly memorandums (with payroll checks), or more often if necessary, to all pool employees

· Review the procedure manual with all new employees and assure employees review the manual on a regular basis

· Review all pool paper work, i.e., time cards for payroll, schedule forms, user sign-in sheets, owner and guest suggestions/comments forms, incident forms, etc.
· Finalize contracts with operators of any swim programs.  Monitor programs to ensure that operators adhere to designated times, pool rules and the program contract.
TENNIS
· Responsible for the professional operation of the SVEA Tennis Courts

· Work closely with the Tennis Committee in order to determine tennis operating dates and times, to develop budgeting information, and to recommend acceptance of a contract with a Tennis Professional
· Monitor the terms of the Tennis Agreement/contract and ensure that all details are being met
· Ensure that all components of the tennis facilities are in good working order and are in line with the estimated life expectancy as outlined in the Capital Reserve Study.
VENDORS
· Enter into an annual contract with a landscape company to perform the needs of the maintained landscaping of SVEA properties
· Enter into an annual contract with a snow removal company to perform the needs of the Association

· Solicit bids to ensure that vendor contract costs remain in line

· Monitor the terms of contracts and ensure that all requirements are being met.
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