VOLUNTEER JOB DESCRIPTION
Outdoor Chair:

· Help in securing permission to use camping sites.

· Supervise transportation coordinator.

· Ensure monthly outdoor program.

· Promote the National Camping Award.

· Promote attendance at troop camp out, camporees and summer camp.

· Supervise volunteers in securing of tour permits for all troop activities.

· Work with SM, SPL/ASPL and Troop Committee Chairs to plan yearly outings.

· Report to the troop committee at each meeting.

Outing Activity Coordinator/Co-Coordinator:
· Determine location

· Plan with Scoutmaster and Senior Patrol Leader on the date and time

· Make necessary reservation 

· Provide sign up sheet and have it at the meeting 2-3 weeks prior to the trip date

· Collect fees when appropriate

· Assign food group when appropriate

· Assign car pool when appropriate

· When in doubt talk with Outing Chair – Pat James

Troop Committee Chair:

· Organize the committee to see that all functions are delegated, coordinated and completed.

· Ensure committee leadership positions are established and members are kept actively involved.

· Maintain a close relationship with the chartered organization representative and the Scoutmaster.

· Interpret national and local policies to the troop.

· Call, preside over, and promote attendance at the monthly troop committee meetings and any special meetings that may be called.

· Secure top-notch, trained individuals for camp leadership.

· Arrange for charter review and re-charter annually.
· Plan the charter presentation.
Secretary:
· Keep minutes of the meetings and send out committee meeting notices.

· Obtain the PLC minutes and report to the troop committee.

· Handle publicity.

· Conduct troop resource survey and report to the troop committee.
· Plan for family night program (Special Speakers).

· At each meeting, report the minutes of the previous meeting.

· Report to the troop committee at each meeting.

Treasurer:

· Handle all troop funds. Pay bills on authorization of the troop committee.

· Maintain checking and savings account.

· Train and supervise the troop scribe in record keeping.
· Keep adequate records in the Troop Record Book.

· Supervise fundraising projects, including obtaining proper authorizations.

· Lead in the preparation of the annual troop budget.

· Report to the troop committee at each meeting.

Advancement Chair:

· Encourage Scouts to advance in rank. 
· Work with troop scribe to maintain all Scout advancement records.

· Work with troop scribe in developing and updating the Advancement Bulletin board and Merit Badge Bulletin board. (The scribe is responsible to have these bulletins at every troop meeting).

· Periodically three to four times a year, mail out advancement record to each Scout members.

· Coordinate with SM and Board of Review Chair to arrange four SM conference and BOR annually.
· Arrange four Court of Honor annually.

· Developed and maintain a merit badge counselor list, have copies available for the scouts when requests.
· Make a prompt report on the correct form to the council service center when a troop board of review is held. Secure badges and certificates.

· Work with the troop librarian to build and maintain a troop library of merit badge pamphlets and other advancement literature.

· Report to the troop committee at each meeting.

Training Chair:

· Ensure troop leaders and committee members have opportunities for training.

· Maintain an inventory of up-to-date training materials, videotapes, and other training resources.

· Work with the district training team in scheduling Fast Start training for all new leaders.

· Be responsible for BSA Youth Protection training for ALL adults in the troop.

· Encourage periodic youth leader training within the troop and at the council and national levels.
· Assist in orientation of new parents

· Be watchful that the troop is taking all steps to ensure the boy’s safety.

· Report to the troop committee at each meeting.
Membership Chair:

· Responsible for troop registration of Scouts and all Adults.

· Responsible for membership renewal.

· Responsible for annual recharter.
· Maintain and update membership data records onto the Troopmaster program.

· Promptly forward Adult/Scout members email addresses to the Adult Webmaster.
· Promptly forward all medical forms to the Medical Record Chair.

· Turned in all registrations payment to Treasure

· Report to the troop committee quarterly and as needed.

Recruitment Chair:

· Actively recruiting from Packs in the Council, to meet the target of 8 to 12 new scouts each year.

· Plan and coordinate Troop 31 Open House and camp out.

· Promote Scouts to attend Mountain Man Rendezvous with the Webelos as our guests. (Third weekend of October)

· Work with SPL/PLC to promote representation of Troop 31 at the Pacific Skyline Council Webelos Open House in November.

· Encourage the new scouts to invite friends to visit the troop. (First Class rank now requires that the scout invite friends to visit the troop.
· Report to the troop committee in the fall and as needed.
Service Project Chair:

· Work with Scoutmasters, Outing Chair and SPL to plan for ALL service projects for the year.

· Oversee volunteer coordinators for each specific service project.
· Supervise volunteers to keep a time records of scout participants and promptly report to the Advancement Chair.

· Report to the troop committee quarterly or as needed.

Board of Review Chair:

· Trained volunteers to do BOR.
· Arrange four BOR with Advancement Chair annually.

· Secure adequate Parent volunteers for the BOR.
· Report to the troop committee on scouts’ feedback.

· Submit all the BOR paper documents to Advancement Chair.

· Report to the troop committee tri-annually or as need.
Medical Record Chair:

· Prepare and maintain 1 master medical book plus, 10 additional set of medical books for drivers. Included inside these books are, the current Personal Health and Medical Record Class 1, 2, 3 and all the BSA consent forms for all of the troop’s activities.
· Responsible for maintaining an up-to-date medical record. And the parent’s consent forms of all scouts for ALL the medical books.

· Responsible to obtain the necessary medical records and consents forms of Scouts and Adults prior to Oljato summer camp.
· Provide medical books to all drivers on, troop’s outings/activities and Oljato summer camp.
· Prepare a Camp Oljato Medical Book and Consent Forms of (Scouts and Adults). Provide this book to the Oljato Camp Coordinator one week prior to camp.
Webmaster Chair:

· Developed and maintain the troop website. 

· Responsible for maintaining a current Adult/Scout email addresses for the Troop 31 

Parent Yahoo Groups email.

· Post currents pictures of events/outings.

· Post monthly troop committee meetings minutes.

· Train/work with the Scout-webmaster to maintain the scout’s portion of the troop website.

· Report to the troop committee quarterly and as needed.

Equipment Coordinator:

· Supervise and help the troop procure camping equipment.

· Work with the quartermaster on inventory and proper storage and maintenance of all troop equipment.

· Make periodic safety checks on the troop camping gear, and encourage troops in the safe use of all outdoor equipment. 

· Report to the troop committee quarterly and as needed.

