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Foothills Branch of The Mountaineers, October 2025
Goal of Position
The Secretary is the recording officer of the Branch and the custodian of all Branch records, correspondence, and reports other than those for which the Treasurer is responsible. The Secretary prepares and distributes written agendas for all regular and special meetings of the Council and takes, maintains, and distributes minutes of all Council and Executive Committee meetings

Activities and Responsibilities

· Serves as an Officer of the Foothills Branch Council.
· Attend all Foothills Branch Council meetings (6 meetings per year).
· Maintains Branch distribution lists, schedules Branch meetings (including venues), generates meeting agendas (working with the Branch Chair, fellow Officers, and Activity Committee Chairs), and records meeting minutes.
· Maintains Branch bylaws and policy documents and oversees any updates to Branch governing documents.
· Liaison for the Branch with Mountaineers staff for annual elections, communicating Council-approved nominees for the ballot and communicating election results back to the Council.

Length of Service/Time Obligations

The Branch Secretary role is a two-year term. Foothills Branch Council meetings occur every other month and are currently a mixture of in-person and video conference meetings. It is estimated that the average Branch Secretary contributes an average of 10-15 hours of time per month to this leadership role within the Mountaineers. 

Qualifications Sought

· Detail oriented, able to get things done in a timely and efficient manner.
· Develops and maintains good relationships with other key people in the branch – stays well connected with what is going on in the branch.
· Positive personal outlook.
· Trustworthy - follows through on commitments.
· Familiar with a range of mechanisms of electronic communication.

Support and Reporting

The Foothills Secretary works with a committee of dedicated Branch Council members (committee chairs and branch officers) who share a love of The Mountaineers and the outdoors. Mountaineers’ staff in every role (accounting, development, marketing, leadership development and member services) are available to assist the person in the position.
How to Apply	

To apply for consideration as the Foothills Board Representative, please contact current Foothills Branch Chair Travis Vermeer at travisvermeer@gmail.com. Applications will be accepted on a rolling basis any time before September. The Board Representative is elected by the Foothills Branch membership, with the expectation that they will complete a two-year term. Ballots go out in October, and terms begin immediately after election results are certified in early November. 

All members with a sincere interest and the time to commit to this role are encouraged to apply!
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