[image: image1.png]Girl Guides
of Canada

Guides
du Canada




Girl Guides of Canada - Nova Scotia Council

PROVINCIAL UNIT GUIDER CONFERENCE 

STEERING COMMITTEE - FINANCE CORDINATOR

Position Description

Final July 15, 2010

Mission

Girl Guides of Canada-Guides du Canada enables girls to be confident, 
resourceful and courageous, and to make a difference in the world.
Purpose
To track costs and keep financial records for the Provincial Unit Guider Conference 
Accountability

Provincial Unit Guider Conference Steering Committee 
Responsibilities

·   Work closely with Provincial Unit Guider Conference Steering Committee Members to plan, coordinate finances and budget for the Guider Conference. 
· Recruit 1 member for Sub-Committee.
· Assist with the orientation of Sub-Committee Members.
· The work of the Sub-Committee will be coordinated primarily via email and conference calls.
· Attend and participate in all Conference Steering Committee meetings and provide monthly written updates/reports.
· Complete expense forms, prepare all Purchase Orders and Requisitions and submit to Provincial Office.  
· Ensure all registration fees are collected as specified by the Registration Coordinator 
· Keep financial records and issue receipts for registration.
· Ensure the Provincial Refund Policy is followed.
· Ensure that planned activities are aligned with the GGC Strategic Priorities. 
· Adhere to the Oath of Confidentiality and the Code of Conduct of GGC
· Comply with the “Fundamental Principles for All Committees” 
Term
As needed to effectively plan, execute and evaluate the event. 
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