
Positions Available June 29, 2015 

Meeting time and location: 

Sierra Hall 

6165 Center Street 

Paradise, CA 95969 

6:30 PM 

 

Secretary:  
 

Certify and keep the original, or a copy of the Bylaws. Keep a book of minutes 
of all meetings of the directors, and, if applicable, meetings of committees of 
directors and of members, recording therein the time and place of. Keep a 
membership book containing the name and address of Board members, and, 
in the case where any membership has been terminated, he or she shall 
record such fact in the membership book together with the date on which 
such membership ceased. 

Must attend Board meetings. Must be a member of the Board. 

Adopt- a-Trail 
Coordinator: 

 

Coordinate and manage Adopt-a-Trail groups.  This position may require working 
directly with the Forest Service to help identify and address issues before trails are 
tagged for closure or re-rerouting.  Act as main contact for, recruit, inform Adopt-a-
Trail groups.  Informs FOTHL on needed trail maintenance.  Familiarity with all trails is 
crucial.  Communication skills, the ability to provide direction, project oversight, and 
documentation of project status are key to this position. Must be at least 18 years 
old. Must attend Board meetings and provide detailed updates, as requested. 

Fundraising 
Coordinator: 

 

This position requires the ability to interact with businesses and donors for Fall Raffle. 
Sets up and promotes events via social media, phone calls, flyers, and visiting 
businesses. Updates board members on fundraising progress. Works collaboratively 
with Event Coordinator to transport necessary supplies to events. Attends all 
fundraising events. Brings fundraising opportunities and new ideas to FOTHL. Must be 
at least 18 years old. Must attend Board meetings and provide detailed updates, as 
requested. 

Event 
Coordinator: 

Coordinates and reserves facilities for FOTHL Board and General meetings. Works 
with Fundraising Coordinator and Adopt-a-Trail Coordinator for events. Works with 
Quartermaster and Treasurer to provide supplies for meetings and events. Must be at 
least 18 years old. Must attend Board meetings and provide detailed updates, as 
requested. 

PHS Senior Project  
Coordinator: 

Works with Paradise High School (PHS) student as a mentor on their senior project. 
Help the student develop and execute project. Documents student’s time and 
activities.  
 
“A mentor needs to have some expertise in the project area in order to provide 
information and guidance. The mentor should give the student advice when he/she 



needs it, but should not do the project for the student. The mentor should be a 
resource for times when the student gets stuck. The mentor should help the student 
to stretch—to go beyond the student’s current skills and to help the student attempt 
something he/she hasn’t tried before this project. 
Mentors should not be parents or relatives of student [performing Senior Project] and 
should be over 25 years old.” This information is from 
http://phs.pusdk12.org/documents/English/Senior%20Project%20Documents/Mento
r%20Commitment%20Form.pdf. 
 
“At the minimum, the project must take at least 15 hours to complete.” This 
information is from 
http://phs.pusdk12.org/documents/English/Senior%20Project%20Documents/Project
%20Guidelines.pdf 
Project must be related to High Lakes, FOTHL, etc.  Must attend Board meetings and 
provide detailed updates, as requested. 

Merchandise 
Coordinator: 
 

Houses FOTHL merchandise. Transports merchandise to events. Sales and 
transactions at FOTHL events. Records sales and inventory. Works with 
Treasurer/Board members on sales and purchases. Reports on and maintains 
merchandise inventory.  Must be at least 18 years old. Must attend Board meetings 
and provide detailed updates, as requested. 

Notes: All of the above positions can be a handful to manage. It helps if you have 
friends/family/clubs that can work with you to perform the task. You will be the 
primary contact for managing the task and in charge of performing the outline 
objective at the discretion of the Board.   
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