CNWL Current Position Responsibilities
Updated 2019

In order to give a current view of Executive Board member responsibilities, italicized comments are
additions / clarifications that do not appear in the CNWL Bylaws but reflect the duties and expectations of
that position.

Executive Board: The Golf league shall be managed by the members of the Executive Board. The board shall
be comprised of the offices elected by the league membership. The officers consist of the president, vice
president, secretary, treasurer and past president. The Executive Board has theauthority to designate co-chairs
for any office. The Executive Board shall have authority to act on matters which need not be held over for a
meeting of the Women’s League Committee.

Terms of Office: All officers shall be elected for a two-year term. An officer can serve more than one, two-year
term.

Note: Dawn Fernald was elected to her position as Vice President last year, so this position is not available.
Duties of Executive Board and Officers
Executive Board:

Establishes teams and schedules for the year

Reviews and Implements changes in policies and rules
Serve on committees

Recruit member volunteers to serve on committees
Recruit members for league

Plans banquets

Oversees the league’s budget

President:

1. Acts as liaison between the Golf League and Cape Neddick Country Club, other leagues and
organizations

Coordinates and supports the efforts for all offices and volunteer members

Presides at all board and membership meetings

Responds to all inquiries regarding the Golf League

Coordinates the enrollment period for the golf League including distribution of enrollment materials to
new members

Provides updated Golf League directory, rules, by-laws to all members

Maintains and enforces by-laws; presides over all aspects of the election.

Sets the agenda for all Executive Board and Annual meetings

Oversees orientation of new Executive Board members
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Vice President:

Acts as an assistant to the President

Recruits candidates for Board positions and member volunteers for various committees
Sets up annual survey, prepares results for distribution

Works with Member A-Large for Operations to create schedules

Oversees CNWL Website

Leads the Exec Board in creating teams

Liaison to CNCC for Golf Genius schedule, weekly games, etc.

Publishes Candidate openings / position descriptions the-candidates for election

Fills in for the President in the event that the President is unable to fulfill her duties.
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10. Provides reports at Spring / Fall meetings

Secretary:
1. Takes minutes of all board and membership meetings
2. Maintain all past meeting minutes
3. Prepares updates to CNWL website
4. Provide reports at the Spring/Fall meetings.
Treasurer:
1. Manages the Golf League funds including all collection and distribution of funds
2. Reeeivesand Works with CNCC to accounts for all funds and makes authorized disbursements.
3. Prepares and publishes a detailed year-end financial statement. This statement should clearly state all
expenses and income.
4. Responsible for all financial records and checking account infoermation.
5. Provides report at Spring/Fall meetings.

Member-At-Large for Operations

1.
2.
3.
4.

Work with VP on team schedule and scoring,

Maintains membership Handicap list

Assists CNCC with generating weekly scorecards with updated HC
Tracks Substitute list

Member-At-Large for Social & Media

1

2.
3.
4.

Assists Executive Board with website and banquets

Works with VP to secure member photos for photo roster

Serves as Food Service liaison (seeking feedback from membership)
Serves as CNWL Store liaison (seeking feedback from membership)
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