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      Position 

 
Primary Accountabilities 

       Direct/Regional 
            Support 

Resource/Council wide 
Development 

 

 

 
Service Unit 

Administrator 

• Assist New and existing troop volunteers with 
administrative driven functions and responsibilities of 
their positions  

• Assists new Troop/Group Volunteers in conducting 
parent/guardian meetings to develop troop/group 
committees 

• Work with the Service Unit Team to ensure all community 
program offerings align to the GSLE by using journey 
books and the Girls’ Guide to Girl Scouting, customized 
with additional local experiences. 

• Be responsible for retention of girls through follow up 

with lapsed girls and troops 

• Appoint and manage committee members. 

 

 
 
 

Membership Delivery 
Manager 

 

 
 
 

Director of Membership 

 

 
Membership Advisor 

• Work with the Service Unit and Regional 
Membership and Program Staff to provide options 
available for individual Girl Scout (I-girl) 
participation.  

• Communicate with the Service Unit Team and 
Membership Delivery Staff to receive support and 
assistance in placing new girls and following up with 
lapsed members for re-engagement.  

• Maintain Service Unit copies of troop/group rosters 
• Provide support to leaders unable to use online troop 

management. 

 

 

 
 
 

Membership Delivery 
Manager 

 
 
 

Director of Membership 

 
 

 
 
 

Treasurer 

• Plans budget with Service Unit based on Service Unit plan 
of work 

• Handles all financial affairs of Service Unit (collecting 
money; depositing funds, paying bills, and balancing 
statements) as directed by Service Unit administrator 

• Maintains Service Unit copies of troop/group inventories, 
money-earning applications, troop and Service Unit 
financial reports; and troop bank account list with 
numbers, bank, and signatures 

• Review troop financial reports 

• Assist with troop audits as necessary. 
 

 

 
 
 
 

Membership Delivery 
Manager 

 

 
 
 
 

Chief Financial 
 Officer 

 

 

 
Communication Liaison 

• Be present at all meetings (if unavailable, must find a 
substitute) to record minutes, distribute and receive 
pertinent information to be shared. 

• Provide pertinent information to members on a local level, 
via several mediums (Facebook, twitter, email, newsletters) 

• Assist the council in informing local members of council 
events, communications, updates, endeavors, etc. 

 

 
 

Membership Delivery 
Manager 

 
 

Senior Manager of 
Marketing and 

Communications  

 

 
Event Coordinator 

•  Responsible for overseeing the planning and 
implementation of events at the service unit level that are 
aligned with the Girl Scout Leadership Experience, working 
with both volunteers and Council Staff. 

• Responsible for being informed and compliant with the 
most current policies, procedures and guidelines of the Girl 
Scouts of Black Diamond Council and GSUSA, including 
Volunteer Essentials and Safety Activity Checkpoints. 

• Assist Event Volunteers with carrying out the 
administrative functions and responsibilities of their 
positions in adherence to all guideline set forth in 
Volunteer Essentials and the Safety Activity Checkpoints. 

 

 

 
 

Membership Delivery 
Manager And  

Director of Programs and 
Education Mission Delivery 

 
 
 
 
 

Director of Programs and 
Education Mission Delivery 

 

 
 

Recruiter 

• Facilitate opportunities for group and individual 
adult support in all pathways. 

• Provide program resource education and support to 
volunteers. 

• Participate in assessment and recommend learning 
opportunities as needed. 

 

 
Membership Delivery 

Manager 

 
 

Senior Director of  
Membership Operations 
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Position 

 
 

Primary Accountabilities 

 
Direct/Regional 

Support 

Resource/Council 
wide 

Development 

Event 
Coordinator 

 
• Responsible for overseeing the planning and implementation of events at 

the service unit level to provide high-quality events that are aligned with the 
Girl Scout Leadership Experience, working with both volunteers and Council 
Staff. 

• Responsible for being informed and compliant with the most current 
policies, procedures and guidelines of the Girl Scouts of Black Diamond 
Council and GSUSA, including Volunteer Essentials and Safety Activity 
Checkpoints. 

• Assist Event Volunteers with carrying out the administrative functions and 
responsibilities of their positions in adherence to all guideline set forth in 
Volunteer Essentials and the Safety Activity Checkpoints. 

 

 
 
 
 
 
 

Membership Delivery 
Manager and Director of 
Programs and Education 

Mission Delivery 

 
 
 
 
 

 Director of Programs 
and Education 

Delivery 

 
 

Service Unit/ 
Council 
Trainer 

 
• Schedule local adult learning enrichment opportunities, as needed 

and as requested by the volunteer Resource Manager. 

• Process and complete paperwork such as training attendance 
forms, evaluation forms, etc. 

• Manage delivery of trainings to volunteers. 

• Secure facilities for training workshops 

 

 
 

 
Membership Support 

Specialist and Membership 
Delivery Manager   

 
 
 

 Membership Support 
Specialist 

 
 

      Fall Product 
    Chair 

 
• Assist in recruiting Troop Fall Product Chairs 

• Tracking sales and payments for troops within your Service Unit 

• Assist with collection and paperwork for delinquent money due to council 
and troops 

• Resolving issues for your Service Unit (complaints, schedules, etc.) 

• Support and maintain Product Sales computer programs pertaining to sale 
• Helping new troops with support needed 

 

 
 

 
Director of Product and 

Resource Sales and 
Membership Delivery       

Manager 

 
 

 
 

Director of Product and 
Retail Sales 

 
 
 

      Cookie Sale 
     Chair 

 

• Assist in recruiting Troop Cookie Chairs 
• Tracking sales and payments for troops within your Service Unit 

• Assist with collection and paperwork for delinquent money due to council 
and troops 

• Resolving issues for your Service Unit (complaints, schedules, etc.) 

• Support and maintain Product Sales computer programs pertaining to sale 

• Helping new troops with support needed 

 

 
 

 
Director of Product and 

Resource Sales and 
Membership Delivery       

Manager 

 
 

 
 

Director of Product and 
Retail Sales 

 

 

 
 
 
 
 
 

Service 
Unit  

Delegate 

 

• Attend and participate in council meetings, be informed of the point of view 

of the group which one represents, and be prepared to vote for the good of 

the total council, after studying and hearing discussion of the issues.  

(Informed by not instructed.) 

• Be familiar with national and local council policies, standards, and 

decisions in order to adequately interpret them to Girl Scout adults, 

parents, and community groups. 

• Be responsible for learning all aspects of the job by attending appropriate 

training sessions. 

• Be willing to carry such special responsibilities for the council meetings as 

may be assigned or appointed by the president or vice president (i.e., 

elections committee and minutes committee). 

• Represent Girl Scouting to community groups as assigned by the CEO, 

Board of Directors and/or council president. 

• Be a resource person and submit referrals to the Board Development 

Committee. 

 

 

 
 
 
 
 
 
 
 
 

Chief Executive Officer 
And Membership 
Delivery Manager 

 

 
 
 
 
 
 
 
 
 

Chief Executive  
Officer 
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