[image: image1.jpg]



The Spring Creek Association
Committee Of Architecture (COA) Secretary
Position Title: COA Secretary     

 Classification: Hourly

Grade:
Department:
Committee of Architecture (COA)


Schedule: 40 hrs/wk
M-F
Reports To:
President/General Manager



Branch: Administrative
ESSENTIAL FUNCTION:

Under the direction of the President/General Manager, the COA Secretary is responsible for overall Committee of Architecture (COA) functions. She/he is responsible to perform a variety of routine and complex duties including but not limited to; clerical, secretarial, financial, and administrative functions/support; be able to work closely either in person or by phone with residents, contractors, and staff in other County Departments such as Elko County Building and Safety and Planning and Zoning. 

This position requires the incumbent to have a clear understanding of the SCA DOR’s and COA Rules & Regulations and be able to apply that knowledge in all aspects of the job. The incumbent must be able to take responsibility for incoming plans for new construction and resident projects and ensure completeness upon submission. The incumbent is responsible for providing member service through caring, honest, respectful and responsible actions and interactions that contribute to the relationship between the member and the Association.  
This position does not require supervision of personnel unless otherwise directed by the President/General Manager.
ESSENTIAL SKILLS:

· Must able to manage multiple tasks ensuring their successful completion.

· Must be able to work independently and prioritize daily work duties.
· Must be an effective communicator and have the ability to make sound judgments and decisions.
· Must recognize and respect all sensitive information and utilize confidentiality accordingly.
· Must be able to model expected behavior, motivating fellow staff and volunteers, and be capable of working with diverse groups.

· Must follow all SCA safety policies at all times.
· Must be able to operate a computer, Windows OS 7 or higher, MS Office (Excel, Word, Outlook), adding machine, multi-line phone system, fax, copier, scanner, credit card machine.
DUTIES AND RESPONSIBILITIES:

1. Perform a variety of administrative and support tasks within an assigned department which may include but is not limited to, greeting residents and public, answering telephones, receiving and sending faxed documents, receiving and re-directing email information and data processing.
2. Compose letters and memoranda, maintain, proofread and compile monthly reports, forms, and other typed, handwritten, graphic, or photographic information for accuracy, grammar, punctuation, math, and procedural accuracy; edit correspondence accordingly.
3. Perform visual inspections of all tracts, either alone or with COA Member(s), to ensure compliance with the SCA DOR’s and COA Rules & Regulations. This involves driving a company vehicle to the areas being inspected, taking photographs of the areas of concern on the property if needed, and tracking the property address and violations witnessed. All inspections are performed from the street, we do not enter private property for any reason unless specifically requested to do so by the property owner.

4. Create a database for violations processed, prepare and mail violation letters, update property assessment system with COA information for each property cited, and calendar reminders for re-inspection.

5. Create a database of assessed fines per property in violation. Update monthly during the time the property is in violation. Provide a monthly report at regular COA Meetings.

6. Following the guidelines in the COA Rules & Regulations for Notice of Non-Compliance procedures ensure consistent processing for every property violation. 

7. Receive and process a variety of building and improvement plans for COA review. File and maintain improvement plans for property owner’s records on file with the COA.
8. Coordinate the review and sharing of improvement plans, variance requests, conditional uses, zoning changes and boundary lines adjustment compliance items with applicable County, State and Federal agencies.
9. Ensure that all records and reports are established, completed and maintained in accordance with COA departmental standards and procedures. Receive and reconcile all COA financial items in accordance with Spring Creek Association departmental procedures.

10. Attend COA and Board of Directors (BOD) meetings as required. Responsible for room and meeting set-up as assigned. Prepare minute information to be sent to the transcriber for the COA meetings and workshops; assist in the preparation of agendas for said meetings and public notifications.

11. Prepare and monitor the information needed for the update and analysis of occupied lots for all of the Spring Creek Association.

12. Prepare monthly COA reports for publication and distribution.

13. Develop and maintain various computer databases; develop and maintain various office forms and procedures.

14. Receive, stamp and distribute incoming COA mail and deliveries, process outgoing COA mail and deliveries.

15. Provide and assist COA members in the performance of their volunteer duties.
16. Assistant and help with all SCA events.

17. Work as an administrative assistant from time to time when needed on various projects.

18. Administer SCA Horse Palace functions including monthly schedule, Horse Palace Facebook site, etc.

19. Perform other administrative duties and responsibilities as assigned.

EDUCATION AND EXPERIENCE:

Education:  Minimum of a high school diploma or GED.  

Experience:  Minimum of 2-years experience in an administrative role.
Other:  Possession of, or ability to obtain, an appropriate valid Driver’s license.
Additional: Must be able to read and write to effectively communicate expectations in completing tasks. 
Job Related and Essential Qualifications: 
Knowledge of:
· Understanding and ability to interpret the Declaration of Reservations and Committee of Architecture Regulations, Procedures and Policies.

· Customer service principles and practices used in dealing with the property owners and public.

· Modern office procedures, methods, computer equipment and computer programs.

· Basic accounting principles and practices.

· Principles of technical letter writing and report preparation.

· Principles and procedures for filing and records retention.

· Basic plan review methods and procedures.
· Operate modern office equipment including computer equipment and programs.
· Operate a motor vehicle safely.


Ability to:
· Meet and deal tactfully and effectively with property owners, the public and other County Officials.

· Maintain confidential and sensitive information.

· Provide to the COA for approval the written meeting minutes in accordance with Nevada Revised Statutes 241.

· Organize workload priorities to meet deadlines.

· Prepare clear and concise written reports on activities and make recommendations regarding effective solutions to problems.

· Prepare and maintain accurate and complete records.

· Compose correspondence independently.

· Communicate clearly and concisely, both orally and in writing.

· Establish, maintain, and foster positive and harmonious working relationships with those contacted in the course of work.
PHYSICAL DEMANDS and WORK ENVIRONMENT:

Essential duties require the following skills and work environment:

1. Ability to work in a standard office environment; ability to travel to different sites and locations; ability to lift 25 pounds with two hands to a minimum height of 54 inches (4.5’).

2. Communicate effectively with all staff and volunteers in working as a team to produce expected results in assuring Community standards.

3. Ensure established protocols are followed, and report staff/program concerns to supervisor on timely basis.

4. Assist professional staff with duties that may require additional help or attention.

5. Incumbent Development

· Follow all guidelines and practices as set forth by Human Resources.

· Provide cross training of all necessary information so other employees can complete assigned tasks in the event of an absence.

EFFECT ON END RESULT:

This position has a direct impact on the overall effectiveness with which the organization accomplishes its mission in service to members and the community.

Improved public perception as a quality organization demonstrated by effective and uniform enforcement of the SCA DOR’s and COA Rules & Regulations.
This job description is not intended and should not be construed to be an exhaustive list of all responsibilities, skills, efforts or working conditions associated with the job.  It is intended to be a reflection of those principal job elements essential for recruitment and selection, for making fair job evaluations, and for establishing performance standards.  The incumbent shall perform all other functions and/or be cross-trained as shall be determined at the sole discretion of management, who has the right to amend, modify, or terminate this job in part or in whole.  Incumbent must be able to perform all job functions safely.
_______________________________



_______________________________

Incumbent Printed Name




Supervisor Printed Name

_______________________________



_______________________________

Incumbent Signature





Supervisor Signature

_____________________




_____________________

Date Signed






Date Signed
