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®Board of Dlrector Job Pescriptions

President

The Presioent oevelops Board of Director and General Meeting agendas/minutes
and presides over meeting and/or other events.

o Email Board members regarding agenda ttems. Develops agenda and
brings coples for menmbers on Board meeting day,

« Develops M agenda (based on Board wmeeting) and sewds to Board for
editing. Bamail GM agenda along with menus and any other pertinent
tnformation to all S)HWGA members. Provides attendance stgn-in sheet
for General Meetings,

« Coordinates with S)H Dlrector of Special Bvents regarding room
reservations, menn and number attending for General Meeting and other
events when needed.

o Setup and matntain current email List for club correspondence,

« Bmail General Meeting minutes to all menmbers for approval at next
General Meeting,

o Ematl members about club/menmber news: Ace of Aces, monthly
birthdays, Social

information and special events,

« Correspondls with Webstte Chair regarding updated information,

o Cownsults with Board and Committee Members,

o  Maintains notebook with current BY-Laws, roster and Bonrd/General
meeting tnformation

(agendas, minutes, notes, ete.).

« Makes self readily available to all menmbers,

Time Commitment: Approximately 12-15 hours on BOD/GM meeting months,
Non BOD/GM meeting months, approxr’,mate% 4-6 hours adoressing member,
club, ete, Lssues,

Secreta ry

The Secretary Ls responsible to take notes, transeribe proceedings of Board of
Dlrector’s and General Meetings producing Minutes, The Minutes are a general



record and Ln the case of Later doubt or dispute, they ave a legally acceptable
reference and gulde. Define polnts of agreement as well as tasks assigned to
members and completion.

Minutes:

« Prepare two templates, one for BOD Meeting Minutes, one for BOD

General Meeting
Minutes which tncludes the following framework: Board Memlbers Present;
Meeting called to Ovder; Comwmittee Reports, Treasurer’s Report, Tournament
Report, Handicap Report, Rules; Old Busiiness; New Business; Next BOP
Meeting; Meeting was Adjourned.

o The Presioent will send an Agenda of the meetling prior to meeting date to
work from, entify) Board of Plrector members present and not
present/excused, Document time wmeetling called to order and thme
adjourned. Request from President, Minutes completion date.

The meeting notes should be transeribed and a draft distributed quickly to all
Boarol Members for thelr review and approval. The BOD Meeting Minutes
contain only information discussed in the meeting. Note: The General Meeting
Minutes may contain post meeting tnformation providing answer(s) to
members present at GM, Email BOD members Draft of Minutes, provide a
copy)/paste of Minutes in ematl body along with attaching PBF document of
Minutes. once draft Minutes are approved, provide final to BOD once again in
email, file appropriately,

Maintain Board of Divectors Meeting Minutes and General Meeting Minutes
Binders by adding finalized, approved meeting Minutes including handouts
presented at wmeeting,

Time Commitment: Approximately &-10 hours every other month for BOD and
General Meetings,

Treasurer

The Treasurer is responsible for preparing a budget for the following year,
paying annual taxes to IRS and managing the SJHWGA finances by keeping
a continmous up to date vecord of tncoming and outgoing funds, following the
club’s budoget.
Budget:

o Prepare budget for following year using tewplate set up for Club use,



«  update budget transactions (incowme) to reflect menmbership dues patol or
adjustments to
ScaA wmembership.
« Update budlget transactions to reflect expenditures and income,
Reconctle:
« Monthly reconcile bank statement with checking account,
«  Monthly reconcile golf nations statement with amount deposited to
checking account. Verify
corvect amount for newly jolned full and associate members,
« Maintain a record of all money deposited to checking account and all
checks written from
checking account (checking transactions),
o Deposit into checking account, money from 50/50 vaffle or any other
ncome (such as team
shirts, Christmas Luncheon momeg).
o Issue checks for major tournaments, Ace of Aces ano Ringer payouts,
o Issue checRs to relmburse members for personal money spent on social
committee, printing,
decor, trophy engraving ete,
o« Quarterly, lssue check to S)HGC for chits,
Taxes:
* Annually pay IRS tax filing form 990N,
Time Commitiment: Ap}aroximateLH 2-3 hours monthly, plus & hours annually
for creating new budget and filing taxes.

Rules Chatrman

The Rules Chatrman shall be an authority on the Rules issued by USGA for
S)HWGA,
o Becurrent on any rules changes tssued by USGA.
o« Answer rules questions from members, tf Yyou don't kinow the answer,
look it up in the USGA
Rules of Golf docwment and relay the corvect answer to the member,
o Update the Local Rules and Hole by Hole Rules Playing Guide on the
club webstte.



o If course holes are changed or new holes are added, conflrm new rules or
rule changes with
the Director of Golf and update the Local Rules and Hole by Hole Rules Playing
Guide on the website,
Time Commitiment: Approximately 1 hour per month,

Membersmp Chatrman

The Membership Chatrman processes all applications of prospective members to
acouaint them with the pertinent Club Bylaws regarding initiation,
tournament regulations and annual dues,

New wmember contacts Membership Chalr via email, phone or text,

» Sendl potential new member the Membership Application to complete. « Verify
they have current and active GHIN, 40 or under via USGA,

own Boarding New Member:

- Send Link from Golf Nations to New Member only after verifying they have
# 40 or under

handicap index.

* Approve New Member tn Golf Nations, « Provide New Member the following:
Welcome Letter,

Navigating the wWebsite,

Golf gentus nformation tncluding Golf Genius practice document.

Welcome Packet with flat ball wmarkers, Pace of Play card, bag tag and
Situation card (rules),

o Cowntact New Member within 3 to 5 days of recelving information to
answer questions, Remind thew to read all documents and request a
photo of thewselves anal shovt bio for our website,

o New Mewmber’s first scheduled tee time Ls partnered to play with BOD
menber, nvite all BOD Mewmbers to participate in New Mewdber, tn-person
training, if available,

Provide New Member information to all Boarol Members and Committee
Members via ematl who manage eligibility, website, scorecard validators, starter
duties, and SCGA representative,

Membership s capped at 120 members.

* Malntain wait List for potential new members,



* Matntain, update Mewbership Roster and upload to webstte. tnform President
and
Tournament Director via email of any changes.
Associates Day: Membership Ls responsible for coordinating two Associate Bays
per year,
o lnvite Associates (100+) via email to play on Association day, giving
them 2.5 weeks notice,
requesting thew to reply within three days if interested in playing,
«  Coordinate Board Members and Committee Members able to play with
Associates.
« Coordinate with Scheduling/Handicap Chair to set up tee times for
Assoclate/Mewmber
EVENL,
Bulletin Board Ladies Restroom: Update monthly, birthday announcements.
Time Commitment: Approximately g-12 hours per month. On-boarding and
communication with potential new members requesting tnformation about the
clb varies monthly.

Golf Genlus scheduler/Handicap

The Handicap/Golf Genlus Scheduler has two related sets of responstbilities, As
Handicap Chair, the role is responsible for ensuring handicaps are accurately
maintained and used in games and Tournaments tn accordance with
procedlures of the SCGA and USGA. As Golf Genlus Scheduler, the role is
responsible for opening and closing sign-ups for games and fairly managing
the sign-up process. Both of these roles require close coordination with the
Tournament Director and other Board Members.
Golf genius Scheduler:
Set up tee sheets/rounds tn GG, 3 weeks tn advance, Factors to constider which
bimpact the tee sheets and set-up:

o Shot gun or tee thmes,

o Rawndom assignments or member’s chotcee.

o Game type (ndividual, partners, teanm),

o« Nuwmber of players,

«  Number of weeks of play.

o Pre-set up Starters, Board Members or others as appropriate,



o Test GG is set up correctly.
o Additional set-up needed tn support of the 3 major Tournaments and
other more unusual, games throughout the year.
« Others as arise,
Process to Close Tee Sheets/Rounds in G&:
o Ewmail members Tuesday reminding members of Wednesday 12:00 pm
cut off for
cancelation,
« Cownsolidate tee times if cancelations occur, Move menmbers
coordinating/tnforming
members effected as needed.
« Run and verify the GGib report,
o« Update the Gq> ematl, send email to menmbers and verify email
deliveries.
o Create and send the text message with the gGip for day of play to
menbers,
. Verify GG is ready for play - Setting round to *n Progress' and
enabling mobtle scoring,
Other & Responstbilities:
- Update GG Scheduler documentation.
* Verify qa posting to GHIN (requives access to and knowledge of USGA
system), < Respond to member questions regarding GG and sign ups,
* Assist members with signing up and changing tee thmes,
Tlime Commitiment: Approximately 2-4 hours per week.,
Handicap
* Maintatn USGA Handicap certification,
* Respondl to menmber questions regarding Handicaps and posting, * Ruwn,
review USGA Handicap Monitoring Reports.
» Adol/vemove menmbers from GHIN as members join or Leave Club, « Review
weekly GHIN postings,
* Work with Tournament Director on Handicap related issues,
Time Commitment: Approximately 2 hours per month or 1/2 hour per week.



Tournament Director

The Tournament Dlrector is responstble for all club tournaments. This tnecludes
scheduling, communicating details of the game, setting up the game, scoring,
communicating results of the game, paying out winnings, Several commdittee
chatrs work under the guidance of the Tournament Director to accomplish the
entire tournament Life cycle. Committee Chairs and other positions tnvolved in
executing Club Tournaments tinclude:

o GG Scheduler/Tee Tlmes (board position)

o Score Auditor § Ghin Posting Chalr

* GG qawme Scover Chalr (new position)

o Ace of Aces Chalr

e Ringer Chatr

e Major Tournament Chatrs (3)

e Side Pots Chatr

o Major Tournaments Eligibility Chair

The responsibilities listed below tnclude just what the Tournament is responsible
for as well as the gG qame Scorer as this is a new position and is still a work
in progress, Bnvisioned roles/tasks for the GG Game Scorer will be denoted
by*,

Pre qame: Approximate Thime

Set up weekly game on GG 5 wmin. (existing game) — 45 minutes
new gane requiring testing

Set up Divisions and/or flights (as | 20 min - 30 min
needed wost games oo not require a
division)

GOTW Gawme Deseription emailed to | 20 ~ 30 min.
menbers every Mothag

Create Tournament Calendar and Annual creatlon ~ 2 -3 hours
continually update and post to Each change and posting - 20
website as needed (the calendar minutes

changes about 20 times in a year)




Scorecards set up and printed as
needed (approx, € — 10 thmes per 5ear)

1 hour to set up the cards in g4, 1
houy to préwt, trouwbleshoot and cut the
carols.

Set up Annual Tournament Budget.
Track and update weekly,

Annual Set up 2 hours. Weekly time
included in updating weekly results,

Major Tournament ELigLbility
Communication and Updates (3
maj or tournaments per Lear)

2 wmonths before tournament - Lhour
for initial Eligibility Report

Each week Leading up to the
tournament 1.5 minutes to update
eligtbility report,

Update GG Banner on Canva website
(oanner on emails and on the G
menber portal)

onee a month — approx. 15 -20
minutes

Maintain Game Deseriptions as
needeo — magbc once a Year review
anot update

1 - 2 hours

Course changes — update course on
GG, coordinmte course changes with
SCGA and pro shop to ensure GHIN
ts updated corvectly with HC hole by
hole

Each course change can take 2-4
hours to sort through changes,

Post qawe: Approximate Thime
*Close the qame and turn off mobile | 5 min
scoring once scoring audit is complete
*Determing tournament places and 15 min

purse for the game

*Create Flights on & based on places
and purse

20 min - 1 hour

*Update Weekly Results Spreadsheet

30 min

Post Results tp Website

15 min

Caleulate Ruarterly Chits payment
and coordlinate with Treasurer and
Pro-Shop to make chits available,
Comumunicate to Club and post chits
on Bulletin Board

1 hour per quarter




Set up the monthly Ace of Aces on
G&. Coordinate with Monthly Ace of
Aces Chatr when monthly Ace data s
ready

10 -15 mln each month

Set up the semi-annual Ringer on
G&G. Coordinate with the Ringer Chatr
when Ringer data is prepared anol
ready. Requires creating a Ringer
division and loading all players in
the division and setting up flights for
the diviston.

2 hours end of June and endl of
December

Coordination with other Chalrs:

Approximate Thime

Major Tournament Chairs (2 major
tournaments): pre-planning weetiing
and then weekly review of results

1 -2 hours planning wmeeting and 30
minites after each tournament game

Starter Chatr - coordinate to facilitate
menmbers getting starter times to
qualify for major tournaments

10-15 minutes a week for € weeks
leading up to the Major Tournament

New Membership Chatr: update GG
roster and emall distribution List with
menber changes, Post club roster to
website.

15 minutes per change, APprox, one
new menber or dropped member per
month

New member orientation ano GG
training - develop and update
material. Assuwe other Boaro
Mewibers can deliver the orientation §
tratning,

mitial set up — 2 hours, Now ’LtJ'ust
requires slight updates, Maybe 20
minutes a gquarter,

Overall, the time required for this position varies anywhere from 1-2 hours per
week to maybe 10 hours a week, whewn there is a major tournament that requires
scorecards ete. Thme really depends on the complexity of the tournament e.g.
Pink/oOrange ball requires setting up the foursomes, scorecardl, setting up the
balls, and doing blind draws after the game. Playing a stmple tournament
that alrendy exists tn the GG Lbrary s super sbimple. Course changes cause a
Lot of work due to coordination of changes in G&/SCGA/Pro-Shop,




