DUTIES AND RESPONSIBILITIES OF ELECTED OFFICIALS, APPOINTED BOARD MEMBERS AND VOLUNTEER POSTIONS
CITRUS HILLS LADIES GOLF ASSOCIATION

ELECTED POSITIONS

PRESIDENT

1. Ensure that all elected officials and volunteers complete their responsibilities in a manner which benefits the overall League.

2. Establish dates for luncheons and special tournaments. Meet with Club Pro and Catering Manager to schedule events. Insure that Club Pro has all regular play days on Club calendar. Find out which dates course will be closed.

3. Secure a chairperson for each special event tournament. Assist that person in identifying committee members and planning as needed.

4. Select members to fill volunteer positions. Work with that person to guarantee duties are met.

5. Ensure that bylaws are followed during election process: 

a. Secure a nominating committee of three members. (See bylaws.)

b. Ensure that nominations for officers are posted by the first Tuesday in February. Hold the election of officers on the last Tuesday in February (see bylaws). 

c. Name someone to induct the officers at the April meeting.
6. Assist the Past President Advisor in identifying a committee to review the bylaws at least every two years

7. Appoint two auditors to audit books during May or after the last checks have cleared the bank. Although, normal league banking procedures can continue, there can be no smooth transition between Treasurers until an audit is completed.

8. Conduct all weekly meetings and general sessions as required by bylaws. 

9. Preserve the history of the League by adding minutes from your Board and General Session Meetings to the League Archive Binders. Each President maintains these binders which include minutes from previous administrations as well as copies of important league documents. Retrieve the binder(s) from former President.

10. Notify the Secretary of the CHGCC General Manager’s Advisory Board that as president of CHLGA you will represent the League on the Board. Attend AB meetings when called.

11.  Meet with elected board members and volunteers as a group at least once to establish procedures, guidelines and expectations. 

12.  Call for board meetings as is necessary at any time during the season.  Conduct General Meetings at any time during the season on an as needed basis.

13.  Administer disciplinary action, with support of Board of Directors, as outlined in bylaws.
VICE PRESIDENT
1. Fill the chair of President in her absence and act as her assistant when called upon.

2. Perform other such duties as may be assigned by the President.
3. Ensure that the general membership receives an email detailing the week’s winners by Friday of each week.
4. Partner with the League Play Director to ensure that all tasks pertinent to that position are completed. 

5. Perform all functions of League Play Director position if circumstances warrant such action.
6. Publish the annual Member Yearbook.  It will be saved on a memory stick that can be taken to Office Max for printing.
SECRETARY

1. Keep a record of all meetings of the League and the Board of Directors.

2. Ensure that all minutes accurately reflect the events, issues and decisions of the League and the Board of Directors.
3. Ensure that minutes of general session meetings and Board of Director meetings are posted in a timely manner.

4. Be responsible for determining a quorum.

5. Ensure that the list of nominees for office is posted on the first Tuesday in February.

6. Accept responsibility for all papers of the League and, in general, perform all duties applicable to the Office of Secretary.

7. Receive postal or email notifications from other clubs regarding tournaments they are hosting. Ensure membership is aware of events, invitationals, etc.  
8. Manage the League voting process as it relates to ballots and legitimacy of the process.
TREASURER

1. Keep an accurate account of all funds deposited or debited.

2. Report the financial status of the League to the Board and general membership on a frequent or as requested basis.

3. Maintain all financial records to ensure public accounting.

4. Pay all bills on behalf of CHLGA accurately and on time.

5. Coordinate with assigned auditors to ensure that fiscal records are accurate and current when transferred to incoming Treasurer.

6. Perform other such duties as may be assigned by the President.

APPOINTED BOARD MEMBERS 
MEMBERSHIP DIRECTOR

1. Maintain and update current season’s membership list.

2. Coordinate with prospective members to ensure accuracy of application. Verify that the type of membership and handicap index meet eligibility requirements.
3. Email welcome letter explaining league rules, timeframes and general information to all new members. (A sample letter is in the notebook held by the President.)
4. Send email notification to the Board and members when a new member joins.

5. Introduce and make welcome new members on their first playday.

LEAGUE PLAY DIRECTOR

1. Select the games for each play day before start of season and ensure that all games and instructions for play are listed in Yearbook.

2. Oversee the logistics of each play day.

3. Coordinate with Club Pro or his designated staff, as needed, to ensure that pairings and scorecards are correct and ready on Tuesday morning.

4. Partner with Club Pro or his designated staff, as needed, to ensure accuracy of scoring after each game.

5. Ensure that members understand game rules and how to score each game.
PAST PRESIDENT
1. Serve in an advisory position as a voting member of Board of Directors.

2. Perform other duties as requested by President.

3. Serve as Chairperson for the bylaw committee that reviews all bylaws at least once every two years. 
VOLUNTEER POSITIONS
SUNSHINE

1. Send a card to every member in the event of illness or injury or in the death of an immediate family member.

2. Keep general membership informed of members who require prayers and extra caring.

MOST IMPROVED PLAYER VOLUNTEER
1. Track scores of all members. Anyone joining after May 1 will not be eligible for consideration.

2. Determine winner by using the USGA Procedures for Most Improved Player.
PUBLICITY

1. Ensure that the Citrus County Chronicle sports section, Connections Newsletter and Citrus Hills Website are informed of League activities, winners and events.

RINGER CHALLENGE

1. Encourage participation in the Ringer Challenge program by educating new members and supporting all members.

2. Oversee the Ringer Challenge index card box to insure accuracy.

3. Determine the winner of each flight at season’s end and provide information to President upon request.

CHIT RECORDER
1. Track and record chits earned during season play for every member of league. Post information on website at end of each month.

2. Ensure accuracy of information by verifying numbers with Backup Chit Recorder on monthly basis.

3. Provide information to Treasurer according to timelines established in Standing Rules so payment can be made to Pro Shop and earnings credited to member’s Pro Shop Credit Account.

4. Track Eagles and Hole-in-Ones throughout the season and post such accomplishments on the website.

5. Purchase appropriate pins to present to members who earn them. Follow policy of giving pins only for the first birdie or eagle made during league play. All subsequent eagles earn chits.
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