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AT SILVER RUN RESERVE

The GM implements the policies established by the Developer, the Declarations of Covenants, Conditions
(the “Covenants”), and Easements of Silver Run Reserve (the “Community”), and the Bylaws of the Club.
The GM also develops operational policies and is responsible for the creation and implementation of
standard operating procedures for all areas of the Community. This includes the preparation of the annual
operating and capital budgets and, after Developer approval, the management and control of the
operations to attain the desired results.

MAJOR DUTIES AND RESPONSIBILITIES:

The Club is open daily with varying operational hours based on department and seasonality.

Member Services

1. Provides quality leadership and a positive upbeat image for the Community and Club. Leads
with the mission to provide all resident and non-resident members with premier service in
activities, programs, food and beverage, quality products, and an exciting calendar of Club
events. Maintain detailed records of all Community and Club activities.

2. Assures the smooth, efficient daily operation of the Community, Club, and POA to provide the
resident members and guests with the best experience possible.

3. Addresses and resolves all member complaints and suggestions, in such areas as general
Community and Club services, athletics including trails, lake, tennis/pickleball programs,
fitness options, employee attitude, maintenance, sanitation, and cosmetic appearance of the
facility and grounds.
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Develops a team-oriented basic management philosophy to guide all Community and Club
personnel toward optimal operating results, employee morale, and member satisfaction.

Coordinates with the Developer, all employee compensation, benefits, disciplinary, and other
significant personnel actions. Maintains and administers a sound organizational plan
including updated Employee Handbook and related policies.

Ensures that a positive and healthy working environment exists throughout the Community
and Club, one that is free of safety risks and all forms of employee harassment.

The GM must take a strong role in the seasonal hiring of staff with the support of permanent
staff to protect the Community and Club’s staffing needs.

Ensure job descriptions, goals, objectives, and performance standards are provided for all
positions.

Perform annual performance appraisals will be prepared for all employees.

Ensure that effective programs are in place and utilized to train and develop employees to
perform their job duties at levels that will meet or exceed Community and Club standards.

Ensure employee policies, rules, personnel procedures, compensation, and benefit programs
are documented and understood by all employees.

Prepares the annual operation and capital budgets of the POA and Club and, after Developer
approvals, manages and controls the operations to attain the desired results. Manages the
POA & Club’s cash flow and provides for safeguarding of funds.

Provides input to all professional staff, and other key consultants, involved in projecting and
developing budgets, capital spending plans, fiscal controls, and operational guidelines.
Monitors monthly financial reports and takes corrective action as required. Work closely with
the Developer in preparation of the budget plan for the POA and Club.
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Maintains an up-to-date management information system that can be counted on for timely
and accurate information for all parts of the Community and Club.

Negotiate and recommend for Developer approval all contracts. Award and manage contracts
within limits approved by the Developer.

Provide for project management of minor and major developer approved projects.

Keep and maintain an up-to-date record of the Community, Club, and POA operations,
including proper financial records, licenses, and forms properly filed IRS tax returns on Form
990 and to render forthwith upon request and accounting thereof to the Developer or the
Community, Club, and POA auditors, as the case may be.

Provide direction for collection of delinquent POA accounts and action on liens and
foreclosures.

Consistently ensure that the Community, Club and POA complies with all Federal, State, Local
laws and regulations.

Lead on Community, Club and POA insurance reviews and annual examinations to ensure the
assets are updated and proper coverages are maintained to protect the assets and interests
of the Community, Club and POA.

Lead a periodic review of the Community Covenants, Club By-laws and Rules/Regulations, and
Community Architectural Review Board Design Guidelines to ensure current relevance.

Maintain relations with police, fire, liquor control board, health department, and other
governmental agencies.

Develop operational policies and be responsible for the creation and implementation of
standard operating procedures for all areas of the Community and Club. The General Manager
shall coordinate all management functions of the Community, Club and POA.
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The General Manager shall ensure the development and implementation of safety programs
that will provide for the safety and well-being of all personnel, members, and their guests
while on Community and Club property.

Ensure that the clubhouse and all other amenities, facilities, and grounds are in full
compliance with all safety, environmental, and other Federal, State, and local regulations.

Handle emergencies such as fires, accidents and breaches of security promptly and emphasize
prevention through training and inspection.

Develop risk management programs and provide for emergency and disaster recovery plans.
Provide for records protection, retention, and recovery.

Set standards and limits for purchasing authority for Department Heads and staff.

Develops ongoing dialogue and rapport with Property Owners & Club Members through
recognition, communication, the club newsletter, the website, social media and email/eblasts
and follow-through. Assures excellent communication and relationships between the
Property Owners & Club Members and employees.

Welcomes new Property Owners and Club members and coordinates a program for the
orientation of new residents and members. Coordinates outside relations programs to
promote the Community and Club to prospective new Property Owners and Club Members.

Keeps the Developer and/or the Club President or, in the absence of one or both, the
appropriate Officer informed of all significant, or potentially significant, operating matters
and problem areas.

Provides monthly reports for the Developer and/or Club President describing the high-level
operations KPl, member, and staff relations, and guidance to policy considerations both to
Property Owners and Club Members and for employees. Participates in meetings.

Ensure that all forms of communication with the Brand of Silver Run Reserve are established
and upheld consistently. The General Manager will use the club email address for all
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Community and Club-related communications and not the personnel email address. All
activity on Branding standards should be reviewed and approved by the Developer and in
accordance with the Silver Run Reserve Logo & Brand Identity Guidelines.

Club Management

Club

The General Manager shall be responsible for the hiring, supervision and termination of all
Community and Club personnel, however, the hiring and termination of Department Heads
requires the advice and consultation of the Developer and/or Club President before making a
final decision, which shall not be unreasonably withheld.

Delegates appropriate authority to department heads, yet remains responsible for all
operations of the Community and Club, making those changes deemed necessary for the
Community and Club’s successful operation.

Attends meetings of the Development Team, Board of Directors, Executive Committee, and
all other construction or ARB committee meetings to which they are designated as an ex-
officio member. Arranges for proper minutes to be maintained for all Team, Board, and
committee meetings.
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