
Note: the descriptions below are overviews of each position on the board, outlining 

expectations and general responsibilities. These descriptions intentionally do not 

include all details of how a board member would execute their role.  

 

Board Meetings take place on approximately the following schedule: 

2-3 over the summer months + Annual General Meeting 

6 meetings via web conference from September-June 

 

Time Commitment:  

Terms are three years in length; however some choose a shorter time by choice. 

Varies by role but is, at minimum, 3-5 hours in the off-season and some additional hours 

in the summer.  

Roles with specific portfolio responsibilities would have additional hours throughout the 

year, depending on the month. Current holders of those positions are excellent 

resources for that information. 

 

Board of Director Roles 

  

A duly elected member of the board: 

  

-       Attends and participates in the majority of 6 board meetings per year (two in 

person in the summer and four by conference call); 

-       Serves a term of a minimum of three years (two years for the President) to a 

maximum of six years at any one time. Can serve again after a two year break. 

-       Attends the AGM; 

-       Participates in the governance and decision-making process of the board; 

-       Participates in committees and special projects as needed; 

-       Contributes to the overall vision and work of the association; 

-       Approves the annual budget; 

-       Is a member of the association having paid a membership fee annually; 

-       Attends ASLC events; 

-       Promotes the association throughout the year to potential new members 

through sharing of the benefits of membership; 

-       Aids in board recruitment. 

  

Position Title: President 

  

Works with the Directors to develop and communicate an Association ‘vision’ with 

related action to support said vision; 



·      Maintains good communications with members and directors; 

·      Through the relevant board directors ensures the legal, safe, and responsible 

management of:  

o   the Association’s property; 

o   programs and events; 

o   finances; 

o   overall resources. 

·      Works with the relevant board directors to: 

o   Improve membership numbers and retention; 

o   Strengthen relationships with local, municipal, and provincial partners; 

o   Encourage environmentally responsible activities. 

·      With assistance from the Secretary, Chairs the Board of Directors’ meetings; 

·      Prepares and presents a report for the AGM; 

·      Orients new board members. 

  

  

Position Title: Past President 

  

Acts as a sounding board to the current president as needed; 

·      Provides institutional memory and historical continuity. 

  

Position Title: Vice President  

 

·      Acts in absence of the president; 

·      Prepares to be the next president; 

·      Orients the new Vice President 

  

Position Title: Secretary 

  

○ Supports the President in scheduling and chairing Board meetings; 

○ Ensures appropriate notice to Association Members and Board Members 

is provided for meetings; 

○ Supports the President in preparing for the AGM (notice, etc). 

○ Maintains all records related to meetings including minutes, action items; 

○ Provides agenda to directors prior to meetings; 

○ Maintains a strong knowledge of the Association’s by-laws and relevant 

provincial and federal laws and requirements; ensure, when necessary, 

compliance with said by-laws, laws, and requirements; 



○ Supports the Director, Membership in ensuring all details related to 

membership are accurate and meet standards to which the Association is 

held to, i.e. incorporation papers; 

○ Prepares and files all registrations required by law for the Association, 

except for tax and Statistics Canada filings and reports. 

○ Monitor admin email account 

  

  

Position Title: Treasurer 

  

·      Needs to be skilled in Excel and managing spreadsheets; 

·      Ensures accurate and timely financial statements are maintained (income 

statement, balance sheet, cash flow statement, etc.); 

·      Works with the Islander, Regatta and other teams to ensure that they are 

operating within their respective budgets; 

·      Ensures that all Islander advertising revenue is collected in a timely manner; 

·      Responsible for the payroll for all ASLC employees which includes 

remittances to the government and T4 forms 

·      Facilitates all day to day financial transactions for the Association; 

·      Compiles data to show financial trends for all programs (revenues and 

expenses) as required; 

·      Provides annual commentary on status of ASLC financials; 

·      Provide positive advice and counsel on all matters pertaining to ASLC 

finances as well as any other issues that require board decisions to arrive at a 

quorum; 

·      Keeps up to date and informs other board members on external/regulatory 

issues that can impact the financial position of ASLC; 

·      Prepares and files tax and Statistics Canada filings and reports as required. 

  

Position Title: Member-at-Large 

  

·      Primarily experienced board members who are needed to manage special 

projects; 

·      Expected to help out at events and take on small projects as needed; 

·      Serves as a liaison between the membership and the Board; 

·      Helps to communicate the role of ASLC in the community and to encourage 

other members to get involved. 

  

Position Title: Director, Communications 

 



Social media  

·      Solicits content, drafts and sends weekly newsletters to subscribers during 

July and August, advising of activities, upcoming events, and anything that is 

engaging, timely, and useful;  

·      Upon request, drafts and sends occasional emails to membership during the 

off-season (September-June). Including, but not limited to: 

o   annual membership renewal;  

o   matters of concern to our members such as environmental issues;  

o   notification of upcoming AGM; seasonal greetings; 

·      Maintains ASLC social media accounts including posting of content described 

above; 

·      Manages the communications@aslcmembers.ca e-mail account; 

·      Ensures website is up to date with content described above; liaise with other 

board members and volunteers to obtain content for membership emails 

·      Assists and/or drafts external Board communications such as submissions to 

Township re property development; 

·      Liaises with Store Operators to ensure advertisements for programs and 

events are posted around Juniper Store. 

  

Website 

  

·      Maintains ASLC website (www.aslcmembers.ca):   

o   liaise with domain host regarding technical aspects; create/ update 

content, including photos of ASLC events;  

o   liaise with other board members and volunteers to obtain program 

specific content for website (including lesson and membership 

information); 

·   Ensures site is up-to-date with content distributed to membership via weekly 

emails (summer months) and occasional emails (off-season); 

·      publishes to website ASLC summer events and programming (including AGM, 

swim and canoe lessons, etc., square dancing, movie nights, regatta) and 

possibly including events hosted by SLYC, KPCA and other lake organizations 

which may be of interest to our membership. 

 

Skills required 

 

Comfortable with Mailchimp, Squarespace, Canva, Facebook, and Instagram 

  

Position Title: Director, Environment 

  

http://www.aslcmembers.ca/


·      Serves as the Association liaison with the 'Environment Council for Stoney, 

Clear and White Lakes' (EC); the EC acts as the environmental stewards for all 5 

cottage associations on the lake operating with reference to the 'Lake Plan' 

document. 

·      Advocates for environmental issues of importance to the Association and its 

membership, represent EC positions on issues such as: 

o   water quality, shoreline conservation, septic re-inspection programs, 

appropriate/sustainable development on the lake.  

·      Represents the Association in interactions with government officials on 

relevant environmental issues; 

·      Works collaboratively with other Association Directors to keep the membership 

informed of issues of environmental concern; Association and EC priorities; 

share the ASLC position with membership; 

·      Provides opportunities to the membership to become involved in addressing 

environmental issues. 

  

Position Title: Director, Membership 

  

·      Manages the annual online member renewal process, maintaining the master 

membership list; 

·      Updates data and creates annual Members’ Directory for publication with The 

Islander; generates mailing labels, mails The Islander; 

·      Ensures new members receive The Islander and any required 

communications; 

·      Manages the membership@aslcmembers.ca e-mail account;  

·      Confirms all Board Members are paid members prior to AGM; 

·      Generates membership sign-in process for AGM; 

·      Writes membership report for publication in The Islander; 

·      Ensures the mailbox in Lakefield checked occasionally from September to 

June, weekly from July-August. 

·      Develops and implements a new membership campaign to increase our 

member base 

  

  

Position Title: Director, Programs 

  

·      Manages all aspects of ASLC summer physical activity programming 

including: 

o   Swimming 

o   Fitness/Yoga 



o   Environment Camp 

o   Paddling 

·      Compiles information about programming activities, provides all program 

details to relevant directors for set-up online, in the calendar and for member 

communication. 

·      Writes job descriptions, posts, and hires for summer swim, paddling and camp 

staff.  

·      Schedules and supervises swim, paddling and camp staff throughout the 

summer; ensures all summer staff are trained, hired.  

·      Coordinates with Camp Kawartha to set up environmental camp program 

·      Develops contract with yoga instructor for yoga programs throughout the 

summer.  Act as a liaison with the yoga instructor on behalf of the Board of 

Directors 

·      Ensures and maintains records of staff to meet any insurance and legal 

requirements. Provides bi-weekly payroll information to the Treasurer 

  

  

Position Title: Director, Property 

·      Provides overall maintenance and proper operation of the facilities at Juniper 

Island including: 

o   Juniper Island Store, Library, and Museum; 

o   Pavilion  

o   Pagoda 

o   Docks 

o   Washrooms 

o   Decks and Pathways 

  

·       Prepares and maintains property for summer use and closing for the Fall including: 

o   Water system in and out 

o   Docks in and out 

o   Securing all facilities for winter 

o   Septic inspection and maintenance 

  

·       Performs ongoing water testing and repairs; 

·       Ensures waste collection and removal from the property to the dump; 

·       Suggests and manages new Capital projects; 

·       Maintains and reports on the annual property budget; 

·       Clean-up of grounds as needed; 

·       Updates and communicates with the ASLC Board members as required. 

  



Position Title: Director, Social 

  

·      Serves as the contact point for all social ASLC activities on Juniper including, but 

not limited to: 

o   Juniper Island Film Festival 

o   Juniper Island Art Festival 

o   Ladies Luncheon 

o   Friday Night Movies 

o   Square Dances 

·      Liaises with sister organizations such as Kawartha Park Cottagers Association, 

Stoney Lake Sprint, and the Stony Lake Yacht Club with regards to events; 

·      Manages bookings and rentals of the Pavilion including holding contract, 

agreements, and any required Special Occasion Permits on behalf of the 

Association; 

·      Compiles information about social events, programming activities, and rental 

information and communicate as needed to other board members for publication in 

the Islander, on the website, and on the Association’s social media accounts. 

  

Position Title: SLYC Liaison 

  

·      Serves as the liaison between the Association and the Stoney Lake Yacht 

Club, serving on both the Association and SLYC Boards of Directors; facilitates 

coordination between the two organizations around operational, 

calendar/scheduling, volunteering, administrative functions as needed; 

·      Brings forward to the Association relevant SLYC inquiries and takes ASLC 

inquiries regarding SLYC to SLYC Board; arranges follow up meetings between 

organizations as needed; 

·      Contributes to the success of both organizations by sharing best practices, 

maintaining open lines of communication and working in the spirit of cooperation 

and transparency. 

  

Position Title: Director, Store Liaisons 

  

·      Provides workshop and support around the hiring of new store operators; 

·      Organizes and executes hiring process; builds hiring committee, analysis of 

business plans; manages interviews, hires team; 

·      Provide on-going support and guidance to operators throughout the year and 

the summer; 

·      Serves as the first point of contact for store related issues and questions from 

operators, Board, and members; 



·      Serves as the liaison between the Association and the store operators; 

·      Serves as advocate for store operators to Board; 

·      Monitors contract adherence through life of operators' term; 

● Makes recommendation as to whether operators should be invited back for year 

2 of the 2 year term. 

Additional Roles 

  

Additional roles are those filled by board members or association members and are not 

necessarily housed within one specific board member’s portfolio. If filled by an 

association member, these are non-voting roles. Persons holding these roles are not 

required to attend board meetings but should submit reports and information as needed 

and requested by the Board. 

Position Title: Regatta Chair 

  

·      Plans and executes the annual Juniper Island Regatta, including: 

o   Orders trophies and booster ribbons - 4-6 month lead time 

o   Prints programs  

o   Ensures cash box is on site and appropriately stocked 

o   Manages the safe set up and complete take down of event 

o   Solicits volunteers; assigns to needed roles; manages volunteers 

throughout event 

o   Maintains results data base 

  

Position Title: Fundraising Chair 

  

-       Responsible for developing and implementing a fundraising strategy as part of 

an annual fundraising planning process to meet the financial goals of the ASLC 

and in keeping with the Association’s values and vision, including: 

o   Develops partnerships and supporter relationships for existing and new 

events; 

o   Strengthens any existing giving plans and recruit additional new donors; 

o   Initiates new fundraising events;  

o   Leverages existing events such as raffles, 50/50s,etc.... 

Working Groups 

  



Working groups are overseen by a specific board member(s) and are a group of 

members dedicated to the completion of a specific Association tasks or project.  

Working Group: The Islander 

·      Advertising, layout, timeline, design, printing, production, liase with 

membership for mailout, etc. 

Working Group: Wee-Boat Wednesday 

·      Work with the SLYC to incorporate Wee-boat Wednesdays into their programs 

·      Develop incentives and rewards for ASLC kids who participate 

·      Liaise with swim & canoeing instructors and enviro camp counsellors to 

encourage kids to participate, promote and advertise the program 

Working Group: Juniper Playscape 

·      Work with the envirocamp to ensure that their needs are met for the camp 

program 

·      Help to provide landscaping for the playground 

·      Develop ideas for play structures to be added to the playscape 

  

  

  

 


