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Description	of	BGMC	Officer	Positions	
	
	
President	
	 The	duties	of	the	President	shall	be	to	preside	over	all	meetings	of	the	Club,	either	in-

person	or	remotely,	and	appoint	committees	as	necessary.		The	President	generally	
sets	the	agenda	for	each	meeting	after	gathering	input	from	the	other	officers.	

	
	
Vice	President	
	 The	duty	of	the	Vice	President	shall	be	to	perform	the	duties	of	the	President	in	the	

absence	of	such	person.	
	
	
Secretary	
	 The	Secretary	shall	keep	the	minutes	of	the	regular	meetings	and	shall	provide	them	

to	the	Newsletter	Editor,	and	to	the	other	officers	if	need	be,	for	editing.		They	
normally	maintain	custody	of	Club	records	excepting	those	maintained	by	the	
Treasurer.		The	Secretary	shall	conduct	the	general	correspondence	of	the	Club	as	
directed	by	the	President.	

	
	
Treasurer	
	 The	Treasurer	shall	receive	payments	and	disburse	all	funds	belonging	to	the	Club.		

The	Treasurer	shall	keep	accurate	and	complete	financial	records	and	accounts	
pertaining	to	any	business	affairs	of	the	Club	and	will	make	these	books	available	
upon	request	of	the	President	or	the	majority	of	members	present.		They	are	also	
responsible	for	filing	annual	federal	and	state	tax	returns.		The	Treasurer	shall	give	a	
report	at	each	meeting	and	submit	an	annual	report.	

	
	
Field	Trip	Coordinator	
	 The	Field	Trip	Coordinator	will,	each	collecting	season,	compile	a	list	of	suggested	

field	trips	to	be	sanctioned	by	the	Club	by	a	majority	vote	of	members	present.		The	
Field	Trip	Coordinator,	with	the	assistance	of	designated	field	trip	leaders,	will	
oversee	arrangements	for	these	trips	and	create	the	announcements	that	are	
distributed	to	members	by	the	E-mail	Coordinator.	

	
	
Membership	Coordinator	
	 The	Membership	Coordinator	shall	receive	all	membership	applications	and	

renewals,	shall	keep	accurate	and	complete	membership	records,	which	will	be	
provided	to	the	other	officers	and	field	trip	leaders	as	needed,	and	deliver	dues	
received	to	the	Treasurer.	

	



September	13,	2026	
	

Show	Coordinator	
	 The	Show	Coordinator	will	coordinate	and	supervise	the	arrangements	for	the	Club’s	

annual	Champlain	Valley	Gem,	Mineral	and	Fossil	Show.		They	will	solicit	volunteers	
to	assist	with	Show	preparations	during	the	set-up	period	prior	to	the	Show	and	
during	the	Show	itself.	

	
	
E-mail	Coordinator	
	 The	E-mail	Coordinator	will	distribute	announcements	regarding	meetings,	field	

trips,	newsletters,	and	special	events	to	Club	members	using	the	addresses	provided	
by	the	Membership	Coordinator.	

	
	
Newsletter	Editor	
	 The	Newsletter	Editor	is	responsible	for	creating	the	Club’s	monthly	newsletter,	

which	nominally	includes	the	minutes	of	the	preceding	month’s	Club	meeting,	
articles	recapping	recent	field	trips,	and	a	calendar	or	listing	of	Club	events	and	
events	held	by	other	regional	Clubs.		The	Newsletter	Editor	may	write	original	
articles	on	topics	related	to	minerals,	fossils,	gems,	and	lapidary	crafts,	or	solicit	such	
articles	from	members,	to	include	in	the	newsletter.	

	
	
Public	Relations	Coordinator	
	 The	Public	Relations	Coordinator	primarily	fields	inquiries	and	notices	from	the	

public	concerning	Club	membership,	collecting	localities,	collections	offered	for	sale,	
and	events	sponsored	by	other	clubs	that	are	sent	to	the	Club’s	email	address.		The	
Public	Relations	Coordinator	may	pass	such	information	to	the	Newsletter	Editor	or	
E-mail	Coordinator	for	distribution	to	Club	members.		They	are	also	responsible	for	
enhancing	the	Club’s	presence	on	its	own	Facebook	page	and	on	other	social	media	
platforms.	

	
	
Webmaster	
	 The	Webmaster	creates	and	updates	the	content	on	the	Club’s	website.	


