) TROOP COOKIE MANAGER (TCM)
girl scouts POSITION DESCRIPTION & AGREEMENT

of eastern Cookie Program
south carolina

Complete and return to GSESC Product Program Department by November 30, 20___. All fields are required.

Name Service Unit Troop Number

Troop Level (Circle all thatapply): D B J C S A

Email

Address City Zip

Phone (day) (Eve) (Cell)

Accountable to: Council Product Program Department, Service Unit Product Sales Chair (SUPSC), & Troop Leader if TCM is not the
Troop Leader

Time Commitment: January through March is the most concentrated time commitment. Final responsibility is ensuring distribution
of girl recognitions and collection of Council Proceeds.

Function: To manage and coordinate the Cookie Program within the troop including training, product delivery, booth program, and
distribution of girl recognitions. Encourage participation of eligible girls while working with the SUPSC, girls, parents and other
volunteers as necessary.

Duties and Responsibilities:

e Attend Cookie Program and eBudde Software Training provided by GSESC and your SUPSC

e Train girls and parents in the troop on GSUSA safety guidelines, Council procedures, program activities, goal setting, booth sale
guidelines, financial procedures and customer service.

e Ensure all girls are registered members of GSUSA

e Distribute and collect signed parent permission agreements prior to distributing order cards to troop and turn in to SUPSC by
due date (see timeline)

e Maintain close contact with girls and parents; offering support throughout the program. Mentor new girls and parents.

e Enter all troop information, orders and transfers into eBudde. Create pre-sale and direct sale recognition orders in eBudde.
Entries should be timely and accurate.

e Maintain accurate accounting of all monies collected and make timely deposits into the troop bank account

e Review eBudde entries and finances with SUPSC and turn in required paperwork and payment by the deadlines set by Council

e Arrange product pick up time with SUPSC and schedule troop pick-ups. Count, sign and retain receipts for all transactions with
SUPSC and girls or parents.

e  Sign up for booth locations in eBudde

e Distribute girl recognitions promptly once they are received

o Adhere to all GSESC guidelines & deadlines as outlined in the current Service Unit Cookie Book

Qualifications: TCMs must be currently registered adult members of GSUSA and have completed a background check. They must

have a strong attention to detail, be well organized, maintain accurate records for the Troop, and meet deadlines. It is preferred
that they have experienced at least one cookie sale previously. Access to a computer, internet, and email is required.

By signing this form | accept the duties and responsibilities of the Troop Cookie Manager as outlined above.

Signature Date

Distribution: White: GSESC Yellow: SUPSC Pink: Troop Leader



