
Records Operations Tasks

Clerical
� 1. Assist or lead out in keeping and tracking attendance records 

Ior FlXE meetLngs and eYents and tall\Lng them Ior Xse E\ the 
club director for church board, area coordiator and conference 

reports.

� 2. Assist or lead out in the distribution and collection of 

permission slips for events.

 3. Assist or lead out in the preparation and distribution of 

applications, information packets, schedules, health forms, 

consent forms and other club correspondence to parents and the 

FhXrFh IamLl\�

Reports
� 1. AssLst or lead oXt Ln A< ,nYestLtXre AFhLeYement and +onor 

reporting. Include a list of those who have completed the 

requirements and document their receipt of the Investiture 

XnLIorm Ltems and +onor SatFhes� AssLst Ln taNLng� SroFessLng� 
and distributing uniform orders.

� 2. AssLst or lead oXt Ln sXEmLttLng monthl\ reSorts oI FlXE 
activities and attendance totals to the church board, area 

coordinator and the conference.

 3. Assist with preparing and posting documents, photos and reports of 

eYents and aFtLYLtLes on the FhXrFh·s ZeEsLte or FlXE·s ZeESage�

Finances
� 1. Develop an understanding of how the business practices of 

EXdgetLng� FolleFtLng and aFFoXntLng enaEle the mLnLstr\ 
oI PathfinderLng to oSerate and thrLYe� PraFtLFe general 
steZardshLS SrLnFLSles as the\ relate to the Pathfinder Pledge 
and Law.

� 2. AssLst the FlXE treasXrer Ln FolleFtLng mone\ and ZrLtLng 
reFeLSts Ior� regLstratLon Iees� dXes� XnLIorm Ltems� FlXE trLSs� 
special events and needed supplies.

 3. AssLst Ln SlannLng� FolleFtLng and aFFoXntLng oI IXnd�raLsLng 
mone\�

Accounting
� 1. 'eYeloS a EasLF XnderstandLng oI a deELt�FredLt aFFoXntLng 

s\stem and assLst the FlXE treasXrer ZLth the finanFLal reFords� 
AssLst eaFh month Ln the SroFesses oI monLtorLng the Pathfinder 
FlXE \earl\ EXdget and SreSarLng monthl\ reSorts Ior the FlXE 
director and church board.

� 2. Develop or continue a working relationship with the church 

treasXrer� /earn the Fash ÁoZ and aFFoXntLng SroFesses oI hoZ 
mone\ ÁoZs Irom the Pathfinder Sarent� throXgh the FlXE� to the 
FhXrFh treasXrer� and on� Zhen Sa\Lng Ior FonIerenFe eYents� 
XnLIorm Ltems and Pathfinder resoXrFes�

 3. Assist the club treasurer in accounting reimbursements and 

aFFoXnts Sa\aEle�

Expectations
� 1. Meet deadlines.

� 2. Work together without prodding.

� 3. CommXnLFate eIIeFtLYel\�
� 4. Exhibit a Christian spirit.
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