DECEPTION
PARK VIEY

DECEPTION PARK VIEW COMMUNITY ASSOCIATION

4997 DECEPTION CIRCLE, OAK HARBOR, WA 928277
DECEPTIONPARKVIEW@GMAIL.COM ~ 360-322-4460

BOARD OF DIRECTOR’S POSITION DESCRIPTION
ACCOUNTS MANAGER/ BOOKKEEPER — PAID POSITION

The Accounts Manager/Bookkeeper serves as the Association’s financial accounts manager/recorder and
will work closely with the Treasurer on all financial matters. This position does not independently
authorize major expenditures or establish Association financial policy.
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Provide the Board with current monthly financial reports

Prepare the yearly financial report

Collaborate with the Treasurer to establish the yearly proposed budget

Transfer all capital improvement plan (CIP) funds received into the water account to the
CIP account in accordance with the billing cycle

Transfer the annual dues received into the water account to the community account
Maintain current plus seven years of financial records per RCW 64.38 (currently online)

e Bookkeeper Functions
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Record transactions (deposits/expenses) for all accounts on banking logs
Update the financial accounting record tab for all accounts

Ensure all expenses are paid in a timely manner prior to due dates

Ensure all deposits are made in a timely manner (generally within 2 weeks)
Reconcile and verify the monthly bank statements

Record and update annual dues paid, coordinate with Billing Specialist

e Check mailbox at least once per week for statements and notifications

Note: This is a paid position and may require board meeting attendance without additional
compensation.

Note: The Accounts Manager/Bookkeeper position is not listed in our Bylaws. However, our Bylaws state
in Article VI, Section 10: In addition to the foregoing officers, the Board of Directors may, from time to
time, elect such other officers as they may see fit, with such duties as the Board may deem proper. It
also authorizes the Board to hire a third-party contracted company to manage accounts (Article VII,

Section 4).
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