HOA Board Secretary – Role Description
The Secretary is a voting member and plays a key role on the Trinity Creeks HOA Board by ensuring accurate records, smooth communication, and proper documentation of all Board activities. This position supports both the Board and the community by maintaining transparency, keeping residents informed, and fostering strong relationships with local officials.
Responsibilities include:
· Recording and maintaining meeting minutes for all Board meetings:
· Monthly Board Meetings
· Quarterly General Meetings
· Ad Hoc Meetings as needed
· Distributing meeting agendas, minutes, and other materials to Board members and residents in a timely manner.
· Maintaining the official records of the HOA, including governing documents, policies, correspondence, and updated contact information for all residents.
· Managing communication platforms to share updates with the community:
· Facebook
· GoDaddy (website – trinitycreeks.org)
· SurveyMonkey (surveys)
· Ensuring notices (e.g., elections, meetings, events, or bylaw updates) are delivered promptly to residents.
· Building and maintaining positive working relationships with Village of Matteson officials to keep the community aligned with local developments.
· Collaborating with other Board members to support community events and initiatives.
Skills/Experience:
· Strong organizational and communication skills.
· Attention to detail and ability to maintain accurate records.
· Comfortable using basic technology (Word, Excel, text, email, etc.).
· Ability to establish and maintain positive relationships with both residents and external stakeholders.
· Commitment to upholding the integrity and transparency of the Board.
Term & Time Commitment:
· The Secretary serves a two-year term.
· Average commitment is about 2–4 hours per month, with additional time during events or quarterly meetings.
HOA Board Treasurer – Role Description
The Treasurer is a voting member and plays a critical role on the Trinity Creeks HOA Board by overseeing the financial management of the association. This position ensures accurate recordkeeping, transparent reporting, and responsible handling of community funds to maintain the financial health of the neighborhood.
Responsibilities include:
· Managing the HOA’s finances, including working with Cambridge Management Ltd in collecting dues, paying bills, and maintaining accurate records of all transactions.
· Preparing and presenting financial reports at:
· Monthly Board Meetings
· Quarterly General Meetings
· Developing and monitoring the annual HOA budget in collaboration with the Board.
· Coordinating with external partners, such as banks, accountants, or auditors, to ensure compliance with financial requirements.
· Maintaining financial records, including bank statements, invoices, and receipts, in an organized and transparent manner.
· Ensuring timely filing of any required tax documents or financial compliance reports.
· Providing guidance to the Board on financial matters and long-term planning.
· Supporting community events and initiatives by managing related expenses and reimbursements.
Skills/Experience:
· Strong organizational and financial management skills.
· Attention to detail and accuracy in recordkeeping.
· Experience with budgeting, accounting, or financial reporting preferred.
· Comfortable using spreadsheets, accounting software, or basic financial tools.
· Commitment to upholding the integrity, transparency, and financial stability of the HOA.
Term & Time Commitment:
· The Treasurer serves a two-year term.
· Average commitment is about 3–5 hours per month, with additional time during budget season or annual reporting.


HOA Board President – Role Description
The President serves as a voting member and the leader of the Trinity Creeks HOA Board, guiding the association to operate effectively and in the best interest of the community. This role is responsible for overseeing Board activities, ensuring compliance with governing documents, and acting as the primary liaison between the Board, residents, and external partners.
Responsibilities include:
· Presiding over all HOA Board and community meetings:
· Monthly Board Meetings
· Quarterly General Meetings
· Ad Hoc Meetings as needed
· Setting meeting agendas in collaboration with Board members and ensuring meetings are productive and orderly.
· Acting as the official spokesperson for the HOA with residents, vendors, and local officials.
· Ensuring the Board follows governing documents, bylaws, and policies.
· Coordinating with fellow Board members to plan and execute community events and initiatives.
· Building and maintaining strong relationships with Village of Matteson officials and community stakeholders.
· Supporting committees and volunteers in carrying out projects that benefit the neighborhood.
· Serving as a tie-breaker vote when necessary.
Skills/Experience:
· Strong leadership and communication skills.
· Ability to guide discussions and build consensus among Board members.
· Organized and dependable, with a commitment to the community’s success.
· Comfortable interacting with diverse groups, including residents, vendors, and public officials.
· Experience in leadership, project management, or community engagement is a plus.
Term & Time Commitment:
· The President serves a two-year term.
· Average commitment is about 4–6 hours per month, with additional time during community events or quarterly meetings.

HOA Board Director – Role Description
The Director serves as a collaborative voting member of the Trinity Creeks HOA Board and helps guide decisions that shape the community. This role works alongside fellow Board members to represent the interests of residents, provide input on policies and initiatives, and support the overall governance of the HOA.
Responsibilities include:
· Attending and actively participating in all Board meetings:
· Monthly Board Meetings
· Quarterly General Meetings
· Ad Hoc Meetings as needed
· Reviewing Board materials in advance of meetings to make informed decisions.
· Serving as a voting member on Board matters, ensuring decisions reflect the best interests of the community.
· Collaborating with other Board members to plan and support community events, projects, and initiatives.
· Listening to and communicating resident concerns to the Board.
· Supporting committees or task forces as needed to achieve HOA goals.
· Helping maintain transparency and trust between the Board and the community.
Skills/Experience:
· Strong collaboration and teamwork skills.
· Willingness to listen, contribute, and participate in constructive discussions.
· Ability to represent resident interests with fairness and integrity.
· Dependable and committed to supporting Board initiatives.
Term & Time Commitment:
· Directors serve a two-year term.
· Average commitment is about 2–3 hours per month, with additional time during events or quarterly meetings.

