
Oakland Mills Community Association 
Covenant Advisor for Property Violations/Concerns 

 

 

  
 

Position Title   Covenant Advisor for Property Violations/Concerns 

Village Oakland Mills 

Full-Time or Part-Time Part-Time, approximately 24 hours per week 

  

POSITION SUMMARY: 

 
The Covenant Advisor for Violations and Property Concerns administers key aspects of the Covenant Enforcement 
Process in Oakland Mills.  This Advisor is the primary contact for responding to complaints about violations of the 
Covenants that set the standards for maintaining both residential and commercial properties in Oakland Mills.  This 

includes investigating complaints; closely following the OMCA process and timeline for resolving violations; giving 
periodic reports to the Village Board concerning the status of open cases; and notifying complainants (if requested) 
of the status.  The Covenant Advisor reports directly to the Village Manager. 

 
SPECIFIC RESPONSIBILITIES: 

 
Implementing the OMCA Covenant Violation Process 

 

 Receives and records all property complaints and visits the property of each complaint to determine if it 
violates the OMCA Covenants 

 Photographs confirmed violations and uploads photos to digital files 

 Prepares all correspondence with the property owner, as required by the process timeline 

 Discusses steps to resolve the violation with the owner by phone or email, as appropriate (recording notes of 
oral discussions) 

 Updates the Complaints Database to record progress toward resolution 

 Prepares and presents 15-day Violation Letters to the Village Architecture Committee when complaints 
cannot be resolved at the Village level 

 Closely monitors the status of all unresolved cases, updating the database as needed 

 Presents quarterly and annual reports to the Village Board on the status of all unresolved complaints 

 

Managing and Tracking Cases at the CA level 

 
 Presents unresolved cases to the Columbia Association’s Architectural Resource Committee (ARC), 

including a file containing all relevant background information, photographs, and documents 

 Tracks cases submitted to the ARC, recording the status of these cases in the OMCA Complaints database 

 Monitors the status of cases at the ARC and updates the OMCA Complaints database 

 Includes the status of cases at the ARC in Quarterly Reports to the Village Board. 

 Responds to requests for information or action from the Columbia Association attorney as needed  

 Attends court cases, as requested 

 Attends monthly meetings of the ARC 

 

 
 

 

 



   

 

 

QUALIFICATIONS 

 
 Associate’s degree required; Bachelor’s degree preferred 

 Experience and interest in related fields, such as community revitalization, planning, construction, 
inspections, and landscape design, would be a plus 

 Strong organizational skills and ability to prioritize 

 Strong communications skills, both written and oral 

 Strong commitment to application and implementation of Covenants 

 Intermediate proficiency with use of online databases and Microsoft Office 

 Ability to work well with others and to interact courteously and effectively with residents 

 Ability to represent the Village in dealing with key stakeholders 

 Valid driver’s license and reliable transportation 

 
This job operates in a services environment.  The physical demands described here are representative of 

those that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions.  

 

 This job routinely uses standard office equipment such as computers, telephones, photocopiers, 

digital cameras, and fax machines 

 This position would require the ability to lift files, open filing cabinets and bend or stand as 

necessary 

 Work involves conducting property site visits and navigating outdoor terrain in adverse weather 

conditions 

 Must be able to drive or have reliable transportation to visit various site locations 

 Must have distance and near vision (with correction) 

 
 

Disclaimer:  This job description indicates in general the nature and levels of work, knowledge, skills, 
abilities, and other essential functions (as covered under the Americans with Disabilities Act) expected of 

an incumbent.  It is not designed to cover or contain a comprehensive listing of activities, duties, or 
responsibilities required of an incumbent.  An incumbent may be asked to perform other duties as 
required. 
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