
DIRECTORS’ JOB DESCRIPTIONS 
Revisions as of January 2014 

 
President 

1. Prepares the agenda and chairs meetings of the Board of Directors, the 
Annual General Meeting of members and other business meetings. 

2. Serves as chief officer of the club responsible for the administration of club 
policies. 

3. Provides leadership and direction to club and board activities and policies. 

4. Maintains work plan of directors’ responsibilities and reviews at every Board 
meeting to ensure directors are on track. 

5. Provides support to Directors as required; in particular the Property Director, 
Treasurer and Secretary. 

6. Reviews coverage for Property and Directors’ liability insurance and 
recommends treasurer make payment. 

7. Serves as chair for the nominating committee for directors. The committee is 
comprised of the President, Commodore and Past President. 

8. Communicates club policies and initiatives to members, and prepares a report 
for the A.G.M. 

9. Has overall responsibility for board-tenant relations and co-ordinates roles of 
treasurer and property manager in relation to the tenant. The president is 
responsible for finding tenants and completing lease forms annually 

10. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

 
 
 
 
  



Commodore: 
1. Provides leadership and direction to Club and Board activities and policies. 

2. Provides support to Directors as required; in particular: The Membership 
Director, Social Director, Harbour Master and Racing Coordinator. 

3. Serves as the official host of the club at Sailpast and at all social functions 
including the Commodore’s Ball. 

4. Serves as the host of the yacht club to officials visiting from other clubs at all 
inter-club activities. 

5. Represents the Club at functions hosted by other clubs. 

6. Provides liaison to the Lake Simcoe Yacht Association. 

7. Meets with all new members to provide the personal touch in conveying 
orientation information and providing new members with an opportunity to ask 
questions as well as reinforce the liaison relationship of the commodore to the 
board. 

8. Communicates club policies and initiatives to members and prepares a report 
for the A.G.M. 

9. Selects candidate for Commodore's award. 

10. Organizes Sail Past (in liaison with Social Director) and takes salute. 

11. Arranges for appropriate expressions of congratulations, sympathy etc. to 
club members on behalf of the club. 

12. Serves with the President and Past President on the Nominating Committee 
to pick candidates for election to the Board. 

13. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

 
  



Secretary:  
1. Serves as an officer of the club. 

2. Annually, 15 days following the AGM, completes Schedule A of Form 1- 
Ontario Corporation providing Director information on current directors plus 
cession date of retiring Directors.  

3. Makes an accurate written record of discussion and decisions made at Board 
meetings, The Annual General Meeting of members and other meeting as 
called by The Board. 

4. Maintains an up-to date book of minutes, which includes copies of all 
correspondence and director's reports. 

5. Prepares correspondence as directed by the Board. 

6. Acts as the custodian of Club By-laws and provides new directors with copies. 
Maintains document of summary of motions and amendments to bylaws and 
corresponds these changes to membership. 

7. Maintains document of summary of motions and amendments of By-
laws and communicates these changes and Club policies and initiatives to 

members. 

8. Books hall for AGM. Sends out notices (agenda and proxies) to all 
shareholders at least 10 days prior to the AGM. 

9. Provides new director’s with Orientation Package (contents: welcome letter 
from president, minutes from past director’s meeting, membership list, job 
descriptions, work plan, prescribed rates schedule, copy of motions summary 
document, and copy of by-laws). 

10. Contacts Oro Medonte Twp. Re parking allowances prior to lift in/lift out. 

11. Per by-law #4, is custodian of the corporate seal (stamp). 

12. Prepares and distributes summary of Board meetings to membership. 

13. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

 

  



Communications Director: 
1. Preparation, print and tri-fold of the Lift-In brochure. (membership list, 

directors, events summary) 

2. Print & tri-fold of the Sailpast brochure. (Order Of The Day, The Sailor's 
Hymn, etc.) 

3. Coordinates the publication of “The Events Calendar” 

4. Edits and distributes the H.Y.C. newsletter a minimum of 4 times a year. 

5. Updates Expectations for Visitors information annually 

6. Posts harbour layout, Prescribed Rates and Fees, and membership contact 
information in clubhouse. 

7. Coordinates with and provides updates and information to webmaster of HYC 
web site. 

8. Prepares HYC advertising brochure and distributes it to attract potential new 
members. 

9. Coordinates with and prepares updates and information to webmaster of HYC 
Website.  

10. Communicates club policies and initiatives to members by posting information 
and prepares a report for the A.G.M. 

11. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

 

  



Membership Chairman: 
1. Manages the procedure for admitting new members to the club: 

i. Recommends and prepares advertisements with support of 
Communications Director; 

ii. Receives applications and check references; 

iii. Organizes interviews of applicants 

iv. Presents applications to the Board for approval; 

v. Advises the applicant on the status of the application 

a) Prepares membership certificates for signature for approved 
new members; 

b) Delivers membership certificates to member. 

c) Prepares and delivers new member handbook to approved 
new member 

d) Advises approved new members of lock codes, slip number 
and access to website. 

vi. Cancels tendered shares from former shareholders. 

2. Advises the treasurer on the status of financial arrangements with new 
members. 

3. Maintains the official record of members and shareholders. 

i. Files application forms for approved new members; 

ii. Reviews insurance forms and verifies address, phone numbers and 
email addresses annually; 

iii. Files cancelled membership information and/or shareholder 
information in appropriate folders; 

iv. Updates shareholder registry with any changes; 

v. Updates Membership registry with any changes. 

4. Manages the procedure for maintaining current information on members and 
shareholders. 

5. Communicates club policies and initiatives to members and prepares a report 
for the A.G.M. 

6. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

 
Safety Coordinator 

1. Identifies to the Board potential hazards on the property. 

2. Advises the Board of concerns and recommends action. 

3. Inspects fire extinguishers and other safety equipment at regular intervals. 



4. Coordinates safety seminars and other activities recommended by the Board. 

5. Communicates club policies and initiatives to members and prepares a report 
for the A.G.M. 

 

  



Harbour Master 
1. Maintains a record of boats in the harbour and their location. 

2. Works closely with the Board and Membership Chairman to maintain a full 
harbour. 

3. Informs Treasurer of changes in harbour that effect billing (Boat sizes, 
storage, etc. 

4. Allocates slips as required. Advises members when necessary of the 
necessity of relocating boats: by seniority, by calling for volunteers, 

5. Manages lift-in and lift-out: sets out cradles, arranges for the crane or cranes, 
posts dates and schedules, arranges for work crews. 

6. Welcomes visiting boats and allocates overnight docking. 

7. Monitors depth of water throughout the season and advises the Board of the 
necessity of dredging. 

8. Checks mooring lines regularly and advises members of any defective lines 
or situations. 

9. Communicates club policies and initiatives to members and prepares a report 
for the A.G.M. 

10. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

11. Act as contact with LSYA and other sailing groups on Lake Simcoe. Keep 
Hawkestone Yacht Club aware of any sailing events on Lake Simcoe 

 
  



Social Director: 
1. Prepares a calendar of events and budget for Board approval. 

2. Arranges for members to coordinate these events. 

3. Provides support and assistance to coordinators of club events. 

4. Ensures that there is a clean-up plan in place for each event. 

5. Arranges for piper for Sailpast. 

6. Provide coffee, sugar, tea and coffee creamer for use in clubhouse during the 
sailing season. 

7. Attends social functions, introduces guests and identifies and thanks 
members for their work. 

8. Communicates club policies and initiatives to members and prepares a report 
for the A.G.M. 

9. Selects location and books venue for Commodore's Ball. 

10. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor. 

  

  



Property Director 
1. Identifies capital work and maintenance projects, prepares budgets and costs 

and submits these to The Board for approval. 

2. Manages the implementation of capital and maintenance projects: 

i. Prepares or arranges for the preparation of plans; 

ii. Calls for tenders and hires trades people; Requests proof of 
Insurance and WSIB certificates for files 

iii. Arranges, schedules work parties and appoints project leaders; 

3. Purchases/orders materials to stock the clubhouse, washrooms and showers, 
propane for club house barbecue 

4. Arranges for the cleaning service for Club House and washrooms, pick-up of 
garbage, snow removal and lawn cutting 

5. Ensures regular maintenance of the pump out and pump out of the holding 
tank 

6. Provides documentation to the Treasurer for payment of account 

7. Post work log in Club house, review work hours logged for planning and 
hours not completed 

8. Ensure drinking water inspection by certified individual and records keeping 

9. Works with the Board tenant representative in matters related to the 
maintenance and repair of the apartment and the performance of the service 
contract. 

10. Communicates club policies and initiatives to members and prepares a report 
for the A.G.M. 

11. Maintain records pertaining to the position, and file such records in an orderly 
manner for transfer to successor 

  

  



Treasurer 
1. The Treasurer is responsible for all bookkeeping and correspondence related 

to this position: 

i. Prepares all deposits for the bank, ensuring that they are recorded 
in accounting software before depositing to the bank in order to 
update member and tenant accounts 

ii. Sets up and actively maintains current and accurate records 
(journals).  

iii. Maintains billing estimate worksheet for preparation of annual 
billing and compares actuals in accounting software to worksheet to 
ensure completeness and accuracy (i.e. – have all members been 
invoiced?) 

iv. Prepares and mails and/or emails all invoices and credit memos 
(including work hours and other adjustments required) and verifies 
invoices and credit memos for completeness and accuracy 

v. Promptly replies to all membership or tenant account queries and 
follows up with the Board of Directors where required 

vi. Sends out accurate statements to all members with account 
balances owing on a monthly basis, and follows up to ensure that 
payment is made or arrangements made with the Board of 
Directors for extension 

vii. Obtains Board of Directors approval for ALL write-offs of Accounts 
Receivable 

viii. On a monthly basis (no later than 14 days after issue by the bank), 
reconciles the bank statement against accounting software records, 
and follows up promptly on all discrepancies 

ix. Prepares a written “Treasurer’s Report” for all board of directors’ 
monthly meetings, which at a minimum will include: up-to-date 
Accounts Receivable and Accounts Payable summaries (with 
explanations of actions taken for all accounts past due more than 
30 days), bank and investment account balances, report of 
activities during the past month and report of any upcoming 
deadlines (CLTIP application, GST or other tax filing deadlines, 
insurance payments due, etc.) 

x. Prepares all GST returns and files in advance of the due date to 
avoid late filing penalties and interest 

xi. Ensures that federal and provincial income tax and information 
returns are filed on time (usually prepared by external accounting 
firm) 

xii. Matches accounts payable invoices with corresponding packing 
slips or purchase orders for payment or obtains appropriate 



director’s written approval for payment, issues and mails 
disbursement cheques 

xiii. Obtains second signature on all cheques over $3,000.00 

xiv. Works closely with the Membership Director to ensure that 
Membership certificates are only issued when paid in full, and that 
Membership redemptions (or any outstanding share redemptions) 
are authorized by the Board of Directors and the Membership 
Director, 

xv. Works closely with the Harbour Master to ensure that boat 
movements, both on land and in the water, are tracked accurately 
to ensure that members/non-members are billed accurately and on 
a timely basis.  

xvi. If not familiar with the accounting software used by HYC 
(Quickbooks Pro), takes training or undergoes mentorship with 
previous Treasurer and uses Treasurer’s Procedure & Policy 
Manual when working in the software 

xvii. Reviews and updates on an annual basis the Prescribed Rates 
Schedule and provides reviewed document to other board 
members every October. 

2. Serves as an officer of the Club 

3. Provides accurate and timely financial information on request to the auditors 
appointed by the Club 

4. Communicates club policies and initiatives to members via e-mail, direct mail, 
or periodic Telltales newsletter, and prepares an accurate and up-to-date 
Treasurer’s Report for the A.G.M. which includes the following financial 
statements and reports following GAAP (generally accepted accounting 
principles) and prepared on an accrual, not cash basis: Comparative 
balance sheet, comparative profit & loss, statement of cash flow, notes to 
financial statements, comparative budget and budgeted cash flow. 

5. Maintains records pertaining to the position of Treasurer, and files such 
records in an orderly manner to facilitate prompt transfer to successor. 

 
Prepared by Susan Guise-Bagley, CGA 
HYC Treasurer, 24th January 2009 
Updated by John Logrippo 
HYC Treasurer, October 2, 2012 

Updated by Becky Masterson 

HYC Treasurer, January 4, 2014 

 


