Boy Scout Troop 69 Adult Leader Positions

1) Assistant Scoutmaster—New Scout Advisor (1 or 2 positions)
a) Attends bridging ceremonies of Packs to welcome new Scouts
b) Distributes parent guides to new parents
c) Works with the Troop Guide to explain the Patrol method
d) Explains to new Scout parents what equipment is needed for camping
e) Works with the Troop Scribe and PLC to set up an orientation outing (March) for new scouts—encourages older Scouts to attend and help with the program
f) Distributes to new parents a troop resource survey and make sure it gets turned in to the troop secretary
g) Works with Troop Guide and PLC to make sure that the new scout program is being followed

2) Assistant Scoutmaster—Order of the Arrow (must be Order of the Arrow Member)
a) Works with the Troop OA rep to gather information on OA events and helps encourage Scouts to attend

b) Encourages Scouts to maintain OA membership
3) Assistant Scoutmaster—Summer Camp (1 or 2 positions)
a) Works with PLC and summer camp committee of Scouts to determine location and time of summer camp. Also work with scouts to determine side trips on the way to/back from summer camp.
b) Works up budget for summer camp with summer camp committee chair
c) Works with summer camp committee chair to make sure all paperwork is filled out for camp
d) Gathers all merit badge information on completion from camp and works with Scribe to enter awards in TroopMaster
e) Turns in all merit badge completions to Advancement Chair
f) Makes blue card partials as needed
g) Hands out partials along with merit badge counselors and requirements to Scouts
h) Reviews summer camp with Scouts

4) Assistant Scoutmaster—Venture Scouts (1 or 2 positions)
a) Works with older Scouts to set up high adventure outings
b) Works with older Scouts to set up training opportunities to train younger Scouts
c) Works with older Scouts to provide more advanced training
d) Encourages older Scouts to take advanced training (NYLT, OKPIK, Wilderness first aid, etc.)
e) Encourages Scouts to attend National Jamboree
5) Activity Chair 

a) Guides and follows up with the Scouts planning the outings

b) Makes sure Scouts fill out correct forms

c) Reserves facilities for outing and special meetings

d) Makes sure the tour permit is completed and turned in to Council

6) Advancement Chair (3 positions)

a) Works with troop Scribe (Scout) to update TroopMaster and advancement poster

b) Reports to SM and PLC which requirements are needed for the next outing and upcoming meetings

c) Performs Boards of Review

d) Reports advancements to Council on correct forms

e) Obtains patches and cards from Scout Shop

f) Fills out cards and provides to SM and PLC for Court of Honor

NOTE: Can only sign off Board of Review in book, cannot sit on Board of review of own son

7) Communication Chair 
a) Makes sure we have a complete roster at all times 
b) Makes sure we have current email and snail mail addresses 

c) Makes sure we have current phone numbers 
d) Works with SPL to provide a phone tree after new Scouts bridge (March)
e) Updates TroopMaster with data

8) Facilities Chair 
a) Finds a new place to meet (with the following requirements) 
i) Must be able to have troop meetings with space large enough for entire troop

ii) Must be able to have committee meetings
iii) Must be able to have PLC meetings
iv) Shakedown in parking lot may be nice
v) Need on-site storage (preferably in meeting room) for one steelcase wardrobe cabinet, 48 x 24 x 60)
b) Fills out paperwork for annual facility request if needed, including provide certificate of insurance

c) Finds end-of-year picnic facility (work with Hospitality Chair)

d) When meeting place is not available, works with PLC to find alternate

9) Fundraising Chair (3 positions)
a) Gathers information on fundraisers

b) Distributes information on fundraisers

c) Determines troops profit (must be voted on by Committee)

d) Determines distribution date

e) Procures distribution location

f) Determines if being picked up or shipped

g) Works with Treasurer on all funds collected and costs incurred

h) Determines and provides awards (paid for by troop) for top 3 sellers of each fundraiser

i) Must have at least two fundraisers a year

i) Spring fundraiser

ii) Fall fundraiser

iii) Should also sell popcorn for Council

10) Hospitality Chair (1 or more positions)

a) Courts of Honor (4 per year)—directs set up and clean up with the assistance of recruited adults

b) Stores troop supplies of paper products

c) Keeps troop paper product supplies stocked

d) Makes invitations (fliers) before each Court of Honor


Note: Scouts provide drinks and snacks. PLC provides the ceremony.

11) Medical Chair 

a) Makes sure all Scouts and Leaders have an updated Class I medical form every year at recharter time

b) Maintains folder with all Scout and Leader medical forms that goes with the tour leader on every outing

c) Makes sure Class III medical forms are completed for summer camp and high adventure camps for all Scouts and Leaders attending
12) Membership Chair 
a) Responsible for recruiting new members in the Troop
b) Maintains a good working relationship with local Packs and their Webelos leaders
c) Works with PLC to arrange an annual open house (usually January)
d) Invites Webelos Scouts to the open house and special troop outings
e) Works with PLC to set up an outing Webelos can attend in December or January
f) Attends bridging ceremonies of Packs to welcome new Scouts
13) Newsletter Chair 
a) Creates a monthly newsletter for Scouts

b) Works with committee members and SMs to get announcements

c) Finds resources to copy newsletter—see if adults can help or business can donate printing

d) Works with Historian to get an outing report

e) Encourages Scouts to provide material for the newsletter

f) Provides newsletter in electronic form to Webmaster Chair

g) Emails electronic copy of newsletter to Scouts

14) Quartermaster Chair 

a) Works with Troop Quartermaster to procure new equipment as necessary (Scouts should inform Chair when equipment needs replacement or repair)

b) Maintains trailer maintenance schedule and make sure maintenance gets done

c) Works with Troop Quartermaster to set up shakedowns (including fliers and places to hold shakedown)

15) Radio Chair 

a) Stores the troop CB radios

b) Maintains a checkout list of who has which CB

c) Makes sure the handhelds have fresh batteries for summer camp

d) Researches two-way radios for summer camp and possibly replace CBs 

16) Reds Chair 
a) Maintains inventory of troop reds (class B uniform, red t-shirts with logo)—informs committee when running low
b) Brings reds supplies to Courts of Honor for purchase

c) Provides reds to Membership chair for bridging Cub Scouts 
17) Secretary 

a) Takes minutes at troop committee meetings and sends to Webmaster to post
b) Oversees the chairpersons of Newsletter, Communications, and Webmaster
c) Writes thank yous to outside organizations or persons that have assisted the troop
d) Conducts the troop resource surveys once a year and provides input to the PLC, SMs, and Committee Chair
18) Summer Camp Chair 

a) Works with ASM Summer Camp in creating a budget 

b) Determines payment schedule

c) Reserves summer camp

d) Works with ASM Summer Camp in completing paperwork

e) Works with Medical Chair to make sure all Scouts and Leaders have correct medical forms completed

19) Training Chair 
a) Makes sure all registered leaders have required training
b) Encourages leaders to take supplemental training
c) Copies council fliers and distribute at committee meetings and troop meetings of training opportunities
d) Announces upcoming training in emails and at meetings

20) Transportation Chair 

a) Works with Scouts planning outings to make sure there is enough drivers available for an outing

b) Maintains driver information for make, model, insurance, and auto  seatbelt capacity

c) Works with Scouts planning outings to make sure maps are made for drivers, emergency call chain contacts

d) Provides copies of maps provided by the Scout to all drivers, emergency call chain contacts
21) Treasurer 
a) Maintains all troop funds
b) Maintains checking and savings accounts
c) Supervises the camp savings plan
d) Reports to troop committee every month
e) Prepares a troop budget
f) Converts Quicken data to Troop Ledger
g) Provides balance of Scout accounts upon email request
22) Webmaster

a) Maintains troop website

b) Works with Secretary and posts committee meeting minutes
c) Works with other committee chairs to update information on website 
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