
Administrative Operations Tasks

Club Planning
� 1. Assist in planning club activities including, but not 

lLmLted to�
 a. Regular meetings

 b. Induction

 c. Investiture

� 2. AssLst Ln SlannLng and FoordLnatLng the \earl\ and sLngle 
meeting schedules. This includes times for Investiture 

Achievement, honor instruction, special events, worships, 

outings, and camping trips.

 3. 'eYeloS the ZeeNl\ sFhedXle Ln the Pathfinder meetLng 
place (including weekend schedules on camping trips).

Worships
� 1. Assist in developing ideas for worships including themes, 

topics, guests and activities.

� 2. Assist in planning and scheduling worships. Prepare 

materials, invite speakers, introduce them, and send thank 

\oX notes� %e SreSared ZLth a EaFNXS Srogram LI there Ls 
a problem.

 3. Coordinate with TLT's assigned to teaching and counseling 

oSeratLons to maNe sXre that oSSortXnLt\ Ls gLYen Ior 
Pathfinders to do ZorshLSs neFessar\ Ior FomSletLon oI 
requirements.

Drill & Exercises
� 1. Assist in arranging, scheduling, and facilitating units in 

conducting opening and closing exercises during meetings 

and events including the posting of colors

� 2. Assist in teaching basic marching and drilling techniques.

 3. Develop, train, and schedule the exhibition drill team.

On-Site Safety
� 1. AssLst Ln SlannLng� sFhedXlLng and FoordLnatLng saIet\ 

Sersonnel and eTXLSment Zhen neFessar\�
 a� ParNLng lot and drLYeZa\ entranFes�
 E� (ntranFes to the EXLldLng and the Pathfinder meetLng 

areas.

� 2. Assist in establishing or continuing contact with local 

emergenF\ and SolLFe agenFLes�
 3. 'eYeloSe a FheFN oXt s\stem Ior saIet\ eTXLSment and 

assLst ZLth Lts storage� XSNeeS and reSaLr� ThLs ma\ 
LnFlXde FlXE Áash lLghts� traIfiF Fones� reÁeFtLYe Yests� 
fire e[tLngXLshers� fire EXFNets� first aLd NLts� tool Eo[es� 
roadsLde emergenF\ NLts� etF�

Expectations
� 1. Meet deadlines.

� 2. Work together without prodding.

� 3. CommXnLFate eIIeFtLYel\�
� 4. Exhibit a Christian spirit.
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❏ Task checklist complete. Approved for advance.   	 Reviewing Staff _________________________________ Date _______
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