Association Manager
Job Description


The manager of the Dunlap Lake Property Owners Association shall be responsible for the day-to-day management of the Association’s affairs and carrying out the policies and decisions established by the Board of Directors. He/she will work with the officers and members of the Board of Director to set annual goals and priorities for improvements and expenditures and will work with the various committees of the Board. 
The Manager’s responsibilities shall include—but will not be limited to—coordinating with the individual on the board of directors in respect to the following.

Property management. The manager will assist the Board with management and maintenance of property owned by the Association. Under the Board’s direction he/she will establish and implement a maintenance schedule for the Association’s assets.  

Building. The manager work with the Building Committee and shall distribute and accept building permits for review by the Building Committee; respond to questions from members; issue building permits approved by the committee as meeting the association’s covenants and restrictions; and work with the Building Committee to get their variance requests presented to the board. 

Common Areas. The manager will work with the Common Area Committee to oversee maintenance and to identify and prioritize improvements. He/she will work with the committee on the creation of plans and specifications when collecting bids and aid in the selection and oversight of contractors.

Communication. The manager will work with the Board Secretary to take minutes at meetings and maintain association records. He/she will assist the Board’s web manager in maintaining the Association’s web site and Facebook page and will write and distribute newsletters keeping the membership informed on Association activities. He/she will be the primary point of contact for communication with the members.

Dam Maintenance. The manager will assist the Dam Maintenance Committee with hiring contractors for maintenance of the dam, spillway and drainage silo including mowing, cleaning, and scheduling the annual inspection. He/she will work with the Dam Maintenance Committee when issues arise and help determine priorities and establish courses of action. He/she will be the point of contact for engineers preparing plan specifications and will help the Board prepare work orders, solicit bids or oversee contractors as requested.

Fireworks. The manager will work with the board’s Fireworks coordinator to provide administrative support and work with local authorities to get permits for the annual fireworks display and, if needed, will assist in finding a vendor for the Board to contract with to conduct the display.

Fish and Wildlife. The manager will assist the Fish and Wildlife Committee with the management of unwanted and damaging wildlife afflicting the dam and common areas. He/she will work with the Committee to assist with fish management and the annual fishing derby.


Meetings and Elections. The manager will work with the Meetings, Elections and Social Committee to coordinate the holiday social, the annual meeting of members and other events as identified by the Committee and approved by the Board. The manager will also provide administrative support for elections and votes called by the Board.

Restrictions. The manager will provide administrative support for the Restrictions Committee and the Board of Directors to enforce the restrictions as delineated in the DLPOA Covenants and Restrictions. This may include notifying violators and recommending legal actions to the Restrictions Committee when violators do not comply with notifications. He/she will work with the Committee regarding potential changes to the Restrictions to be recommended to the Board by the Committee.

Safety. The manager will work with the Safety Committee to maintain boat registration stickers, obtain vendors for routine water quality testing and keep records thereto. He/she will help the committee present to the board ideas for educational efforts, water safety restrictions, lake security, and additional lake water monitoring programs. 


The manager will work with the Safety Committee and the Dam Maintenance committee during storms and emergencies to see that water levels are monitored. He/she will serve as one of the city’s primary points of contact for emergency personnel and will work with the Association web manager to communicate with Association members as directed by the Board working under the board-approved emergency action plan.
