
​Oakview Estates Welcome Chair​

​Roles and Responsibilities​

​Purpose​

​The Welcome Chair is responsible for creating a positive and inclusive first impression for​

​new residents by leading efforts to welcome them into the HOA community. The role​

​focuses on fostering a sense of belonging, providing essential information, and facilitating​

​connections between new residents and the existing community.​

​Welcome Chair Role Overview​
​The Welcome Chair oversees the HOA’s welcoming process, coordinating activities to​

​integrate new residents into the community. This includes managing welcome packets or​

​letters, organizing meet-and-greet opportunities, and serving as a point of contact for​

​newcomers. The Welcome Chair works closely with the HOA Board, Social Committee, and​

​other relevant committees to ensure a seamless onboarding experience.​

​Roles and Responsibilities​
​●​ ​Leadership of Welcome Initiatives​​:​

​●​ ​Develop and maintain a structured welcome program for new residents.​
​●​ ​Lead the Welcome Committee (if applicable) or coordinate with volunteers to​

​execute welcome activities.​
​●​ ​Ensure all welcoming efforts align with HOA bylaws, budget, and community​

​values.​
​●​ ​Collaborate with the HOA Board to refine and improve the welcome process​

​based on feedback.​



​Oakview Estates Welcome Chair​

​Roles and Responsibilities​

​●​ ​Welcome Packet/Letter Creation and Distribution​​:​
​●​ ​Prepare and update welcome packets containing essential information,​

​including:​
​●​ ​HOA bylaws, rules, and regulations.​
​●​ ​Contact information for the HOA Board, management company, and​

​key committees.​
​●​ ​Community resources (e.g., local services, utilities, schools).​
​●​ ​Calendar of upcoming HOA events and meetings.​
​●​ ​Information on how to get involved in the community.​

​●​ ​Ensure welcome packets are delivered to new residents promptly (e.g., within​
​one week of move-in).​

​●​ ​Maintain an inventory of welcome packet materials and reorder supplies as​
​needed.​

​●​ ​New Resident Outreach​​:​
​●​ ​Personally greet new residents through home visits, phone calls, or emails to​

​introduce the HOA and welcome them to the community.​
​●​ ​Act as a point of contact for new residents, answering questions and​

​addressing concerns about HOA policies or community life.​
​●​ ​Follow up with new residents after initial contact to ensure they feel settled​

​and supported.​
​●​ ​Community Integration​​:​

​●​ ​Organize meet-and-greet events or activities to introduce new residents to​
​neighbors and HOA members (e.g., coffee mornings, neighborhood walks, or​
​social gatherings).​

​●​ ​Coordinate with the Social Committee to invite new residents to​
​community-wide events.​

​●​ ​Encourage new residents to participate in HOA committees, volunteer​
​opportunities, or community initiatives.​

​●​ ​Communication​​:​
​●​ ​Maintain regular communication with the HOA Board to report on welcome​

​activities and resident feedback.​
​●​ ​Work with the HOA’s communication team to share updates about new​

​residents (with their permission) in newsletters, social media, or community​
​boards.​
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​●​ ​Liaise with property management or real estate agents to obtain timely​
​notification of new residents moving into the community.​

​●​ ​Budget Management​​:​
​●​ ​Manage the Welcome Committee budget (if allocated) for welcome packets,​

​gifts, or events.​
​●​ ​Submit expense reports or reimbursement requests to the HOA Board for​

​approval.​
​●​ ​Seek cost-effective solutions for welcome materials, such as bulk purchasing​

​or local sponsorships.​
​●​ ​Volunteer Coordination​​:​

​●​ ​Recruit and train volunteers to assist with welcome packet delivery, resident​
​outreach, or event planning.​

​●​ ​Provide clear instructions and schedules to volunteers to ensure smooth​
​execution of tasks.​

​●​ ​Recognize and thank volunteers for their efforts to maintain enthusiasm and​
​participation.​

​●​ ​Record-Keeping​​:​
​●​ ​Maintain a confidential log of new residents, including move-in dates and​

​contact information (in compliance with privacy laws).​
​●​ ​Document welcome activities, expenses, and feedback for reporting to the​

​HOA Board.​
​●​ ​Archive welcome packet templates, vendor contacts, and event plans for​

​future reference.​
​●​ ​Compliance​​:​

​●​ ​Ensure all welcome activities adhere to HOA bylaws, local privacy​
​regulations, and community standards.​

​●​ ​Respect resident privacy by obtaining consent before sharing personal​
​information or visiting homes.​

​●​ ​Coordinate with the HOA Board to address any issues related to new resident​
​onboarding.​
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​Qualifications​
​●​ ​Resident in good standing with the HOA.​
​●​ ​Strong interpersonal and communication skills, with a friendly and approachable​

​demeanor.​
​●​ ​Organizational skills to manage multiple tasks and timelines.​
​●​ ​Ability to maintain confidentiality and professionalism when handling resident​

​information.​
​●​ ​Enthusiasm for community-building and helping new residents feel at home.​
​●​ ​Basic computer skills for creating/updating documents, managing records, and email​

​communication.​

​Operational Guidelines​
​●​ ​Term of Service​​:​

​●​ ​The Welcome Chair serves a one-year term, renewable upon mutual​
​agreement and HOA Board approval.​

​●​ ​Resignation requires written notice to the Board.​
​●​ ​Meetings​​:​

​●​ ​Schedule meetings with the Welcome Committee (if applicable) or volunteers​
​as needed to plan and review activities.​

​●​ ​Attend HOA Board meetings when invited to provide updates on welcome​
​initiatives.​

​●​ ​Prepare agendas or reports for discussions to ensure efficiency.​
​●​ ​Reporting​​:​

​●​ ​Submit quarterly reports to the HOA Board summarizing welcome activities,​
​expenses, and feedback.​

​●​ ​Provide recommendations for improving the welcome process based on​
​resident input or observed trends.​

​●​ ​Collaboration​​:​
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​●​ ​Work closely with the Social Committee to align welcome events with broader​
​community activities.​

​●​ ​Coordinate with the HOA Board or property management to stay informed​
​about new move-ins.​

​●​ ​Budget​​:​
​●​ ​Adhere to the allocated budget (if any) for welcome activities and materials.​
​●​ ​Seek HOA Board approval for any expenses exceeding budget limits.​

​Sample Welcome Activities​
​●​ ​Delivering personalized welcome packets with a small gift (e.g., local business​

​coupon, HOA-branded item).​
​●​ ​Hosting a “New Neighbor Coffee” or “Welcome Mixer” to introduce new residents.​
​●​ ​Creating a “New Resident Spotlight” in the HOA Newsletter (with permission).​
​●​ ​Organizing neighborhood tours or informational sessions about HOA services.​
​●​ ​Inviting new residents to volunteer at an upcoming community event to build early​

​engagement.​

​Expectations​
​●​ ​Act as a positive and welcoming representative of the HOA Board.​
​●​ ​Maintain a proactive and approachable attitude when interacting with new residents.​
​●​ ​Respond promptly to new resident inquiries promptly and professionally.​
​●​ ​Foster an inclusive environment to help diverse residents feel connected to the​

​community.​
​●​ ​Commit to regular communication with the HOA Board and volunteers.​


