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The Board of directors are elected homeowners responsible for managing community operations, finances, and enforcing governing documents (CC&Rs) to maintain property values and quality of life. Key duties include budgeting, collecting dues, maintaining common areas, and acting in the best interest of the community with fiduciary care. 

Core Responsibilities of HOA Directors
· Financial Management: Drafting annual budgets, collecting assessments (dues), managing reserve accounts, and paying expenses.
· Maintenance & Operations: Overseeing the maintenance, repair, and replacement of community common areas.
· Rule Enforcement: Fairly and consistently enforcing the covenants, conditions, and restrictions (CC&Rs) and bylaws.
· Fiduciary Duty: Acting in good faith, in the best interest of the association, and making informed, rational decisions.
· Governance & Administration: Conducting meetings, maintaining records, and hiring/directing vendors or management companies. 

Specific Officer Roles
· President: Leads meetings, sets agendas, acts as the primary spokesperson, and signs contracts.
· Vice President: Assumes presidential duties in their absence and often handles specific assigned projects.
· Treasurer: Oversees financial records, dues collection, and financial reporting.
· Secretary: Maintains meeting minutes, records, and handles association correspondence. 

Legal and Ethical Obligations
Directors must adhere to the "Business Judgment Rule," which requires making reasonable, informed, and unbiased decisions. They must avoid conflicts of interest, often known as the duty of loyalty. 
 
An HOA President acts as the chief executive officer of the homeowners association, responsible for leading board meetings, implementing policies, and signing contracts. Key duties include setting meeting agendas, overseeing daily operations, acting as a liaison with management companies, and enforcing governing documents. 

Core Responsibilities of an HOA President:
· Meeting Management: Presiding the board and member meetings, creating agendas, and ensuring compliance with bylaws and state laws.
· Operational Oversight: Managing daily association operations, monitoring maintenance projects, and ensuring vendor performance.
· Administrative & Legal Duties: Signing contracts, legal documents, and financial checks on behalf of the association.
· Communication & Representation: Serving as the main liaison between the board, management company, and homeowners, as well as acting as the public face of the HOA.
· Financial & Rules Oversight: Working with the treasurer to develop budgets and ensuring consistent, fair enforcement of community rules. 

Limitations and Authority
· Not All-Powerful: The president cannot act unilaterally on major decisions; most actions require a majority vote from the board.
· Board Leader: The position is typically elected by the board of directors, not directly by homeowners, and acts on behalf of the board
 
The Duties of HOA Vice President
Every homeowners association is governed by a set of board members. While the structure of the HOA board can vary from community to community, the positions more or less remain the same across a majority of them. Generally, the HOA board is headed by the president, followed by the vice president. If you intend to run for the position of vice president, it is imperative to know what the job entails.

Here are the roles of HOA vice president:
 
1. Fills In When the President Is Out
The main duty of the vice president is to stand in as the president when the latter is absent or unable to tend to their tasks. As such, the responsibilities of the HOA vice president are similar to those of the president.
When the president is unavailable, the vice president takes over tasks such as overseeing board meetings and annual meetings, heading the preparation of the annual budget, and approving large expenditures. It can also include signing checks and contracts or any other important documents that require the president’s signature.
If you have an HOA management company, the vice president must also act as the liaison between them and the association when the president is not around. Basically, all of the day-to-day operational tasks that the president is usually in charge of fall under the vice president’s area of responsibility.
Given how important the president’s job is, it is a good idea for the VP to shadow the president for some time. This will help the vice president familiarize themselves with the specifics of the position. In many cases, though, the HOA management company assumes control over the association’s day-to-day operations. This relieves much of the burden from the president’s shoulders.
 
2. Heads HOA Committees
Because the VP’s primary job is to fill in for the president, there is some level of uncertainty when it comes to the exact nature of the position.
The vice president acts mostly as support, though many associations do specify that the VP is responsible for heading and liaising with committees. This gives committees some direction and added help.
For instance, Architectural Review Committees (ARC) in larger communities tend to receive countless requests. The vice president can serve as the middleman of sorts between the board and the ARC for when these applications need approval. The vice president can also double-check the recommendation of the committee and make sure it complies with the HOA’s governing documents.
 
3. Performs Delegated Tasks
The HOA president often has a lot on their plate, thereby needing an extra set of eyes and hands. This is where the VP comes in as well. The vice president will carry out any tasks delegated to them by the president. This may involve things like organizing social events, overseeing maintenance, securing bids from vendors, and coordinating with third parties. If your association has employees, the vice president may also be in charge of managing them.
 
The HOA secretary is responsible for managing the association’s records, including taking accurate minutes of all meetings, maintaining official documents, and handling correspondence. Key duties include providing proper notice of meetings, updating membership lists, filing legal documents, and ensuring records are accessible to homeowners. 
 
 Key HOA Secretary Responsibilities:
· Meeting Documentation: Recording, editing, and distributing minutes for all board and annual meetings, ensuring they reflect official actions taken.
· Record Management: Maintaining the association’s official records, including governing documents, contracts, and meeting minutes in a secure and organized manner.
· Communication: Sending official notices of meetings to homeowners and facilitating communication between the board and members.
· Administrative Tasks: Managing the member roster, updating records, and filing necessary documents with state or local agencies.
· Compliance & Access: Ensuring that homeowners can inspect official records in accordance with state laws and governing documents.
· Agenda Preparation: Assisting the board president in creating meeting agendas. 

The secretary must be organized, detail-oriented, and knowledgeable about the association's governing documents, often working closely with management companies to ensure compliance. 
 

The HOA Treasurer
 
The HOA Treasurer is a board member responsible for the association's financial health, managing, and reporting on all monetary matters. Key duties include creating annual budgets, collecting assessments/dues, paying vendor invoices, managing reserve funds for long-term projects, and ensuring accurate financial records and tax compliance. 

Key Responsibilities:
· Financial Reporting: Prepare and present monthly/quarterly financial statements.
· Budgeting: Develop the annual operating budget with the board.
· Assessment Collection: Monitor delinquent accounts and initiate collection actions.
· Banking & Investments: Oversee bank accounts and invest reserve funds securely.
· Vendor Relations: Review and approve payments for services.
· Compliance: Oversee audits and tax filings. 

Required Skills:
· Detail-oriented and highly organized.
· Understanding of basic accounting/financial reporting.
· Strong integrity and trustworthiness.
· Knowledge of HOA governing documents (CC&Rs, Bylaws).


























Homeowner’s responsibility:












