
 Job Descriptions 
  

President and Vice President 
The President and Vice President will be full-time residents of SaddleBrooke 
Ranch (or two residents may be co-officers to provide full time coverage) and 
have good general computer skills with a working knowledge of word processing 
and e-mail. The President, and in her absence the Vice President, has the 
following responsibilities. 

  

Weekly Meetings:  The President and Vice President will preside over the 
weekly meetings.  They will welcome new members, make announcements, 
thank the Set-Up crew, report any illnesses and good news, provide the statistics 
from the current or previous Wednesday's Putting, have the secretary read the 
Minutes of the previous meeting, have the Treasurer give a report and distribute 
Gift Cards, if necessary. 

  

Annual Meeting:  Each year, on the first Wednesday of putting in January, the 
new Board officers and committee chairs will begin their duties for the upcoming 
year.   

 

The outgoing President will turn over duties to the incoming President who will 
preside over most of this meeting.  During this time, members register to join and 
may pay dues that are required by January 31. At this time the members learn 
about any changes that might be taking place and sign up to serve on one or 
more committees.  All members are required to participate on at least one 
committee and contribute to the continued success of the Ranchette Putters.  

   

Web Site and E-mail:  To ensure that each member is kept informed of all 
Putter activities, the President will make certain all pertinent information is being 
maintained on the website or transmitted by e-mail to each member. It is the 
responsibility of each member to check the website or their e-mail for updates on 
weather cancellations, etc. 

  

Gift Cards:  The President and/or Vice President will ensure that any SBR Gift 
Cards are disbursed to the members. The Treasurer picks up the gift cards and 
gives them to the President or Vice President.  

 

 Miscellaneous: The President will call Special Meetings as necessary. 

 The Vice President will automatically move into the position of President in 
January the year following her year of service as Vice President.  

 The President will serve as an alternate authorized signature on the Ranchette 
Putters’ bank account. 



The President and Vice President will be responsible for initiating an annual 
review of all Ranchette Putter financial reports and documents i.e., By-Laws, Job 
Descriptions and Standing Rules and passing on approved changes to the 
Secretary to maintain current copies. Members-at-large will be responsible for 
assisting with these reviews.  

  

Secretary 
The Secretary will be a full-time resident of SaddleBrooke Ranch and have good 
general computer skills with a working knowledge of word processing, and e-
mail. 

  

Recording of Minutes:  The Secretary will be responsible for recording and 
maintaining accurate minutes of all meetings and forwarding them to the 
Webmaster for posting on the website.  She is also responsible for reading the 
minutes of the previous meeting.  

 

 Document Maintenance:  The Secretary will be responsible for 
maintaining current copies of all Ranchette Putters’ official documents such as 
The By-Laws, The Standing Rules, Job Descriptions, Committee Descriptions, 
etc.  Any changes made to these documents will be provided to the Web Master 
for updating the web site. 

  

Treasurer  
The Treasurer will be a full-time resident of SaddleBrooke Ranch and have good 
general computer skills with a working knowledge of Excel, word processing and 
e-mail. 

 

Checking Account: The Treasurer will manage the Ranchette Putters checking 
account at Canyon Bank which includes balancing the account monthly, making 
deposits, and writing checks for expenses.  

  

A new signature card at Canyon Bank will be signed by the President, (or Co-
officers) and Treasurer each year. One currently authorized signer on the 
account will need to be present.  

  

Collecting Checks: The Treasurer will collect checks and cash and track them 
by name, check number, and amount paid for the following activities: Annual 
dues, luncheon meetings, and any miscellaneous monies.  Checks for special 
events may be collected by a Special Events Coordinator and then given to the 
Treasurer for deposit. 

  

Making Deposits: The Treasurer will total and deposit all checks and cash 
received and keep receipts for same. 

  



Writing Checks: The Treasurer will write checks for all Ranchette expenses.  
She will also write any necessary checks for gift cards to the La Hacienda Bistro. 
She will also pay the monthly dues payable to the Pro Shop. 

 

Treasurer's Reports: The Treasurer will give an oral report at each General 
Meeting, including the date covered, previous balance, receipts, expenses, and 
ending balance.  She will work with the President and Vice President to develop 
an annual budget based on projected membership fees collected and inform 
them of any anticipated short-falls throughout the year. 

 

 Member Dues: Dues are $50 per year payable by January 31st (or $30 per 
year if a new member joins after September 1st) and are not refundable.  

  

Statistician 
This member will be a full-time resident of SaddleBrooke Ranch and have good 
general computer skills with a working knowledge of Excel, word processing and 
e-mail. 

The responsibilities of the Statistician include: 

     Collect and record the weekly scores to determine the monthly winners of 
the Low Gross and Most Holes-in-One and Money Hole awards.  A putter 
must attend at least three putting sessions in a given month in order to be 
eligible to receive a monthly award. 

     Calculate each member's new handicap according to her scores for the 
month 

     Maintain a record of each member's monthly scores for Gross scores if she 
met the required number of weeks to play and the number of holes-in-one 
no matter how many times she played during the month. 

 Calculate the winners of the Yearly Awards (currently Most Holes in One: 
full and part-time resident, Most Improved, Best Attendance and Best 
Overall Score) prior to the December luncheon and provide these names 
to the President for presentation of annual awards. 

  

Members - At - Large Committees 
The Members-At-Large will be members of the Ranchette Putters who are not 
Board Officers. The Members-At-Large will attend all putter meetings, if possible. 
The volunteer duties of the Members-At-Large shall be divided as follows: 

   

 



Course Set-Up Schedule:   

This Member-At-Large is responsible for establishing the schedule for course set 
up (set-up & take-down) and starter (distributing score sheets and choosing the 
money hole).  Once the schedule has been published, if a member cannot serve, 
she is responsible for finding her own replacement.  If she cannot find a 
replacement, she will notify the President/Vice President. 

  

 Special Events Coordinator(s): 

The Special Events Coordinator(s) will be a member of Ranchette Putters and 
have good general computer skills with a working knowledge of word processing 
and e-mail.  She will be: 

      Responsible for the initial sign-up sheet for the putter special events. 

      Responsible for on-going updating and tracking of the sign-up sheet up 
until the date of event. 

      Responsible for announcing, posting, and adhering to deadline date for 
payment to the hosting facility 

      Responsible for collecting checks and tracking them by name, check # and 
amount paid 

      Responsible for contacting, via e-mail/phone or both, those who have not 
met the payment deadline 

      Responsible for providing a copy of the completed payment list and 
collected checks to the treasurer no later than the day of the event 

In cases where more putters sign up for an event than are available spaces a 
lottery drawing will determine who fills those spaces. It is the responsibility of the 
event coordinator to place all names in a "hat" and she, with at least one other 
committee member draws the names and is responsible for tracking all names. 

Membership Coordinator  
The Membership Coordinator will be a full-time resident of SaddleBrooke Ranch 
and have good general computer skills with a working knowledge of Excel, word 
processing and e-mail. 
 

The Membership Coordinator is responsible for maintaining the Membership 
Roster of the Ranchette Putters. In January of each year, all members are 
required to fill out a registration form and pay annual dues.  The Membership 
Coordinator will collect the forms and checks (checks will be passed to the 
Treasurer) and  will use the forms to update the roster for the coming year. This 



roster will be e-mailed to all Ranchette Board members and the Webmaster will 
post the roster on Ranchette Putters’ website. 
 
New Members:   

The Membership Coordinator will conduct a brief orientation and provide a new 
member packet containing the membership form, shirt and badge order forms 
and a copy of the Quick Rules. 

 
Web Master  
The Web Master will be a full-time resident of SaddleBrooke Ranch and have 
good general computer skills with a working knowledge of Excel, Word, and e-
mail.  She also needs a working knowledge of Word Press or the ability to learn 
it. 

The Web Master is responsible for keeping the Ranchette Putters web site 
updated. Information that is to be collected and updated on the Web includes:  

      Keep "Hot News Page" current each week with weekly statistics from the 
score cards.  This page also has any information needed by the 
membership. 

      Keep the "What's New" pages up to date with detailed information about 
each upcoming events. 

      Maintain current copies of the By-Laws, Standing Rules and other official 
documents when changes approved by the Board/membership are 
received from the Secretary 

      Keep Membership Directory current. 

      Add photo pages as needed  

      Publish the Officer Page, Committee Page, and Calendar of Events Page 
in January of each year. 

Photos are very important to the Web Site. They may be taken by the Web 
Master or by another member and submitted to the Web Master electronically.  


