
 

 

 

 

Durham Park Water Supply Corp  
Board Job Descriptions Simplified. 

(For reference only) 
(Detailed duties can be found in corporation bylaws) 

Eve ryone: 

• Attend schedu led  m eetings. 
• Review agendas, financia l sta tem ents, la te  paym ents. 
• Review annual budget. 
• Tasks that can  be  individua lly assigned  to  the  board  m em bers. 

 

Pre sident: 

• Call Meetings, regu lar, annual, em ergency or specia l.   
o Specia l m eetings by dem and of 1/3 m em bers or d irectors. 
o Em ergency when  urgent business critica l to  ope rations m ust be  transacted . 
o Regu lar are  11 of 12 m on th ly m ee tings. 
o Annual is  typica lly April. 

• Set the  agendas for m ee tings provide  to  the  office  adm in  for posting 72 hours in  
advance  for non-em ergency m ee tings. 1 hour in  advance  for em ergency m eetings. 

• Talk with  deve lopers in form  them  of our processes to  engage  the  corpora tion . 
• Negotiate  on  beha lf of the  corporation  those  tasks assigned  by the  board . 
• Signs checks. 
• Set the  budget with  the  Treasure r. 

Vice-Presiden t: 

• Perform s the  dutie s of the  presiden t in  the  absence  of the  president. 

Treasure r: 

• Reviews financia l sta tem ents with  the  he lp  of the  office  adm in . 
• Ale rts the  board  to m atu ring investm ents to  be  re invested . 
• Main ta ins the  financia l re serve  policy and  m on itors for com pliance . 
• Signs checks 
• Works to  in su re  a  tim e ly audit, and  tax filing. 
• Works with  the  office  adm in  to  m ake  sure  audit re su lts a re  filed  with  creditors. 
• Set budge t in  con junction  with  the  Pre sident 
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Secre tary: 

• Take  m inute s a t a ll m eetings, produce  them  for review a t the  fo llowing m onths 
m ee ting. 

• Main ta in  the  docum ent contro l policy. 
• Update  policie s as needed with  inpu t from  the  board . 
• Main ta in  em ployee  records. 

At - Large  Mem ber. 

• Serve  as fifth  voting m em ber (tie  breaker) 
 


