Sample Civic Association Officer Duties

The following are key leadership positions typically found in neighborhood associations.
Together they make up the “Executive Committee” of an association.

President
The President shall be the chief executive officer of the Association and shall be responsible for the administration of the Association; preside at all meetings of the Membership and the Board of Directors, both regular and special; cast the deciding vote in case of a tie vote in the General  Membership or the Board; appoint committees as needed and be an ex-officio member of all such committees except the Nominating Committee; appoint delegates to represent the Association when needed; approve all disbursements of funds; and be responsible for keeping the membership informed through the use of meetings, newsletters, special announcements, or other appropriate communications media.

Vice President
The Vice President shall carry out all duties of the President in the latter’s absence and otherwise assist the President in the discharge of duties, upon the latter’s request.

Secretary
The Secretary shall maintain a copy of the by-laws as amended; record the minutes of all meetings; report on decisions and transactions of record; issue notices of meetings; handle correspondence as directed by the President; and turn over to the Secretary’s successor within two (2) weeks of leaving office all Association monies, books, records, and properties in the Secretary’s possession or under said official’s control. 

Treasurer
The Treasurer shall receive and account for all dues and other monies paid into the Association from all sources; deposit such monies in an account in the name of the Association in a financial institution designated by the Board of Directors; issue all checks approved by the President; keep records of all financial transactions; report the financial condition at all regular Membership meetings and at meetings of the Board  of Directors; and turn over to the Treasurer’s successor within two (2) weeks of leaving office all Association monies, books, records, and property in the Treasurer’s possession or under said official’s control.

