Neighborhood Board Position: Clubhouse/Community House Coordinator

The Clubhouse/Community House Coordinator is a volunteer position on the Fox Hills
Community Board. This role is responsible for overseeing the rental and interior maintenance
and upkeep of the Fox Hills Community Clubhouse and its associated kitchen and furniture. It's
essential for ensuring the community's primary gathering space remains safe, functional, and
aesthetically pleasing for all residents.

Responsibilities:

¢ Clubhouse rental: Takes charge of all scheduling and rentals of the clubhouse.
Maintaining the schedule thru Skedda, our online rental website and maintains
communications with all parties interested in renting the clubhouse. The coordinator
also supply’s the renters with instructions for the use of the clubhouse. After each
rental, the coordinator is responsible to see that the spaces have been cleaned and
ready for the next renter.

¢ System Coordination: Coordinates with the Facilities coordinator for the regular
maintenance and timely repairs of the interior of the clubhouse and furniture and/or
appliances that are within the clubhouse.

¢ Inter-Board Collaboration: Works effectively with all members of the neighborhood
board. Collaborates closely with the Facilities Coordinator to ensure all repairs are
addressed before and after clubhouse rental bookings, and with the Pool and Tennis
Coordinator for any coordination of rentals with pavilions and pool access.

¢ Reporting: Attends monthly board meetings to provide a detailed report on the current
status of the clubhouse rentals, including any ongoing or recently completed repairs.

Record Keeping: Maintains records of all rentals and repairs thru Skedda and coordinates
repairs with Facilities Coordinator throughout the two-year term of the position.



