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Office Tasks
Financial
Write Checks 
Write and distribute all checks in a timely manner.
Make sure there is a green voucher and support documentation for all checks written.
Monthly bills-phone, utilities, payroll, Condo fee, etc.
Process "greens" for activity reimbursements and help those who are unfamiliar with the process
When writing checks keep an eye on the bank balance and alert treasurer when you need to either move money into or out of account.  (Brian)
Western Committee submits the green voucher to the Financial Mgr for recording and approval.  The checks are done in a timely manner so that a signer can have ample opportunity to get to the office.  Because a lot of payments are due around Thanksgiving and Xmas take that in account when doing checks.
Deposits
Make up blue deposit forms for all checks mailed to the office.
Make up individual deposit slips for each activity
Go to the bank and make the deposits (this takes time)
Record the deposits in Quickbooks (checks bank’s accuracy)

In the Office
Be available to assist all persons, member and non-members, coming into the office.
Respond to all phone calls, including phone messages, and emails in a timely manner.
Directly help when possible or refer to the appropriate person. The members are looking for help and may be signing up for a trip or activity. Personal interaction is very important.
Directly interact with Financial Officer to ensure accounting accuracy
Keep flyers in magazine rack updated and available for quick use at SCWDC events
Make flyers available to event leaders when requested. Carry flyers to events when possible.
Maintain ample supply of all office products, paper, envelopes and checks, etc.
Out of Office

Select and order / pickup trophies from store in Falls Church.
Design, order and pickup BoD name badges from vendor on Columbia Pike.
When needed pickup supplies from Staples.
Order and pick up BoD framed photos and posters at frame store.
Computer and printers

Maintain and upgrade all computer hardware and software.
Upgrade computer software (Windows 10)
Scan computers on regular bases for Malware and Spyware
Backup files and documents
Setup and maintain office network and internet connectivity.
Make sure all printers are working and have toner and replaceable parts available.

Skigram

Setup weekly skigram.
Link skigram item to appropriate web pages.
Create web pages for skigram events when necessary.
Website

Edit web pages
Add pages for new events
Update and manage membership records
Setup web pages for travel events (not the ski trip web pages but I do edit the pages when requested to do so)
Email invoices when required
Record all manual (by check) renewals)
Setup and record payment for new members mailing in application and check.
Ski Trip
Asset trip leaders with any questions that may arise
directly solve any issues or questions or refer them to the appropriate person including phone and email.
Purchase and distribute orange streamers to trip leaders
Format and print ski trip flyers
Flights Committee

Collect and store both electronically and hard copy all ski trip contracts from the committee trip monitors
Print all contracts to be distributed to trip monitors.
Store all registrations for each trip as backup in case WP fails
Assist the committee in all trip promotions. Special SkiGrams and flyers

Building Maintenance and Repair
Oversee all building maintenance

Done so far

Had office painted
Had carpet replaced
Added sink and garbage disposal to downstairs counter
Replaced old refrigerator 
Replace furnace and air conditioner.
Replace windows (require by tenant per rental agreement) 
Arrange for building power wash
Replace building number that was falling apart.
Replace electrical panel and have leak repaired in downstairs area.(all outside leak repair cost covered by the association)
Replaced furniture for office and BoD room downstairs. (no charge)
