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	 ROUNDTABLE TEAM MEMBER’S RESPONSIBILITIES

Assistant Council Commissioner for Roundtables.  The coordination of all roundtables held in the council is under the jurisdiction of the assistant council commissioner for roundtable. This person reports to the council commissioner and conducts an annual council wide roundtable-planning meeting followed by a midyear review. This process brings a level of standardization to district roundtable in terms of content by promoting the use of national roundtable guides and other resources while allowing local flexibility for the districts. In some larger councils, there may be multiple assistant council commissioners for roundtable, depending on the local needs.

Assistant District Commissioner for Roundtables.  District roundtables fall under the guidance of the assistant district commissioner for roundtable. This individual oversees the district roundtables in all program areas, reports to the district commissioner, and works with the district structure, but also needs to be responsive to and work in cooperation with the assistant council commissioner for roundtable to see that annual planning and midyear review programs are well-attended by the district’s program-specific roundtable commissioners. In addition, this is a perfect position from which to see that national roundtable guide materials are being used so that proper program materials are being given to units. Additional duties include:

· Work with the district executive and district commissioner to establish an annual operating budget for the roundtables.  
· Attend monthly commissioners’ staff meetings to report on the roundtable activities and to alert unit commissioners to units whose leaders are not attending the roundtable.  
· Conduct regular evaluations of the roundtables and team members to determine how they can be improved.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.

Position-Specific Roundtables Commissioners.   Report to the Assistant District Commissioner for Roundtables and are members of the district commissioner’s staff.  Their duties are directly related to the unit service function. Position-Specific Roundtable Commissioners are responsible for seeing that quality roundtables take place; however, he/she needs assistants to be completely effective. The roundtable commissioner is the program team leader.  The team approach to roundtable commissioner service is an important key to quality roundtables.  A team in which the members share in the decision-making will have a better chance to understand the group’s purposes and goals, to be flexible, and to achieve satisfaction knowing that they have had a part in shaping the team’s spirit. They have an investment in its success! 



The following are ways that a roundtable team (Roundtable Commissioners and Assistant Commissioners) can make the roundtable program more effective. 

1. Share workload for a more effective program.
2. Provide a variety of talents.
3. Increase available resources.
4. Keep it fun.
5. Increase district participation.
6. Create district unity.
[bookmark: _GoBack]7. Build attendance.

It is easy to see how the combined efforts of the roundtable commissioner and assistant roundtable commissioners can make for a more effective program.

The roundtable team may vary in size, depending on the district’s needs. Many positions are optional, and may be added, as they are needed. The size of your roundtable team will depend in large part on the goals and activities you identified in your roundtable annual plan. The following job descriptions will help you determine the kind of team members you need, and what their responsibilities will be. In some cases, two or more jobs can be combined (such as facilities/refreshments team member, or roundtable historian/photographer).

Position-Specific Roundtable Commissioners: Cub Scout, Boy Scout, Varsity, and Venturing

· Responsible for planning and supervising the delivery of program ideas and motivation to unit leaders that will enable units to provide a more effective program to its youth.
· Have knowledge of program-specific literature and how to help leaders use it in support of their program.
· Responsible for recruiting and training quality roundtable team members.
· Hold annual, quarterly, and monthly roundtable planning meetings; evaluate the effectiveness of roundtables at each meeting.
· Coordinate the functions conducted by the roundtable assistant commissioners.
· Responsible for ensuring that quality roundtables take place as scheduled. (Roundtable commissioners may or may not conduct the roundtable themselves.)
· Coordinate presentations with nationally developed roundtable materials.
· Insure the ‘‘Big Rocks,’’ presentations are made featuring material relative to the program feature or current Scouting activity (Cub Scout & Boy Scout Roundtable).
· Assist in the personal Scouting development of each assistant roundtable commissioner; guide assistant roundtable commissioners through Arrowhead Honor and Training Award.
· Support district and council operating committees, and seek the support of these committees.
· Provide opportunities for receiving information from unit leaders concerning district, council, and national events and policies.
· Promote attendance at all roundtables.
· Recognize units with 100 percent attendance at the end of each year.
· Preside over the recognition portion of roundtables.
· Gather information from commissioner staff, professional staff, and other appropriate sources concerning all recognitions to be presented at the roundtable.
· Invite each person or unit to be recognized to attend the roundtable.
· Follow up to remind those who are to be recognized to attend the roundtable.
· Inform the roundtable photographer of all presentations in advance.
· Be alert to other personal recognitions: birthdays, babies, etc.
· Recognize the units with the best attendance at each roundtable.
· Recognize team members
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner (Recommended): Position-Specific

· Attend the planning meeting regularly or make arrangements for getting all the information if unable to attend.
· Share ideas and encourage other team members to contribute to the planning meeting with suggestions on activities and theme development.
· Promote roundtable in order to build attendance.
· Share resources with other members of the roundtable team.
· Prepare and present their part of the roundtable in a quality manner.
· Attend roundtable in correct uniform.
· Arrive early to assist with setup and be available after the meeting to answer leader questions.
· Contact the roundtable commissioner and their backup team member in a timely manner when unable to follow through with an assignment.
· Keep and project a positive attitude towards the Cub Scout program.
· Take training for their position and continue to increase their knowledge of Cub Scouting.
· Set clear goals that are challenging and realistic. A good team member keeps the purpose of the roundtable clearly in focus. It is just as important to know the steps that are needed to reach the objectives.
· Meet your deadlines. Establish practical timelines to do the work.
· Have a plan of action. The roundtable commissioner will guide the group with individual plans for each team member.
· Have productive meetings. Each meeting must be well planned and specific in purpose on a regular schedule.
· Keep a positive attitude. The enthusiasm of the roundtable team is so contagious that it is transmitted to every leader who attends a roundtable through eye contact, voice, and gestures.
· Plan interesting and informative roundtable sessions that focus on a specific position (i.e. Den Leaders/Assistant Den Leaders, Webelos/Assistant Webelos Leaders, Cubmaster/Assistant Cubmasters, Pack committee chair/committee members, 11-Year-Old Scout leaders, Troop/Team/Crew committee chairs/committee members)
· Insure nationally developed roundtable materials are used for all presentations
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner (Recommended): Attendance (Registrar)

· Distribute attendance rosters to each session and collect at the end of roundtable.
· Collate roundtable attendance by group (zone) and provide it to the Roundtable Commissioners, Assistant District Commissioner for Roundtables, and the Relations Committee
· Keep and display roundtable attendance charts showing Unit leader attendance each month during the current program year.
· Evaluate attendance data after each roundtable to assess the effectiveness of the attendance program.
· Inform roundtable commissioner of unit leaders who have not attended three consecutive roundtables.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.



Assistant Roundtable Commissioner (Recommended): Information Center

· Gather information from volunteer Scout leaders and professional staff concerning upcoming district, council, and national Scouting events and policies. As an index to this information, post a calendar of upcoming events.
· Develop a mechanism or display for presenting information in an interesting way to Scouters attending roundtable.
· Encourage use of the information center by troop leaders, as well as by district or council leaders.
· Coordinate information presentation with the roundtable team.
· Screen information of announcements for verbal presentation at roundtable, selecting (as a general rule) only those announcements that require immediate action or feedback.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed. 

Assistant Roundtable Commissioner: Roundtable Feature Coordinator

· Highlight rank and merit badge advancement that is related to program feature presentation through displays, handouts, etc.
· Gather and publicize information regarding merit badge counselors and advancement support resources related to program feature.
· Present information that will assist troops with their advancement procedures (boards of review, etc.).
· Periodically present information that will assist units in conducting courts of honor.
· Involve as many different units as possible in presenting this information.
· Present information concerning district and council Eagle board.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.



Assistant Roundtable Commissioner: Preopening

· Plan an interesting and informative preopening program for the half-hour prior to each roundtable.
· Coordinate each preopening with the unit program feature presentation, using special guests for this half-hour program; emphasize the use of display and demonstrations.
· Bring in community action groups or individuals with expertise or interest in the program feature topic, assuring that the preopening program enhances and creates interest in the primary program feature presentation.
· Follow up to ensure that all preopening guests are properly thanked.
· Be alert to other Scouting-related topics for display or demonstrations during preopening, such as Scouters’ collections, patch collections, etc.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner: Ceremonies

· Be responsible for recruiting or assigning the opening and closing ceremonies to unit as appropriate; recruit or assign in advance at least quarterly.
· Follow up with units recruited or assigned ceremonies to determine any special needs, and with the assistance of the entire roundtable commissioner team, help meet those needs.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner: Refreshments (Crackerbarrel)

· Obtain and serve refreshments at each roundtable.
· Develop a ‘‘crackerbarrel’’ for use during and following the roundtable.
· Coordinate with the District Executive for funding of refreshments.
· Keep receipts of all purchases and return to the District Executive.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.



Assistant Roundtable Commissioner: Facilities

· With the assistance of roundtable team members, continually evaluate the physical facility needs of the roundtable team and the roundtable meeting spaces.
· Work closely with the facilities host to communicate roundtable needs.
· Be aware of the needs and concerns of the facilities host.
· Arrange to unlock and lock the roundtable meeting spaces.
· Supervise the cleanup of roundtable meeting spaces after each meeting.
· Urge all roundtable attendees to fill out and submit a roundtable personal resources questionnaire.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner: Trading Post/Displays 

· Provide Scouting materials for sale that are pertinent to the program feature being presented at the roundtable; also, provide standard Scouting materials for sale, such as handbooks, etc.
· Promote Boys’ Life each month through display, etc.
· Be responsible for the distribution of roundtable specialty items, such as program feature notebook, program feature resources, neckerchiefs and slides, and bumper strips.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed

Assistant Roundtable Commissioner: Historian

· Develop an attractive scrapbook containing photos and other information depicting each monthly roundtable.
· Work with roundtable team photographer and roundtable team members in acquiring photographs of those persons and troops being recognized and involved in roundtable programs.
· Display the scrapbook at each roundtable and at other appropriate district and council events (such as recognition dinners and Scout-o-ramas).
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.



Assistant Roundtable Commissioner: Photographer

· Be familiar with the monthly roundtable program so as to be aware of such photo possibilities as individual or unit recognitions, program feature or other presentations, and other candid photos that show troop leaders participating in the program.
· Develop photos as resources permit.
· Work with roundtable historian in presenting such photos in an attractive manner in the district roundtable scrapbook.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner: Roundtable Camping Coordinator

· Encourage monthly unit campouts by planning, preparing, and promoting overnight camping sites within the area; gather and distribute information about the use of such campsites.
· Promote day camp, long-term camping, and high-adventure camping; keep a chart of units that have signed up for summer camp/day camp and display it at roundtables.
· Establish liaison with the district camping committee and Order of the Arrow to accomplish the purposes stated herein.
· Promote the utilization of the Order of the Arrow camp promotion team for troop camp promotion shows.
· Encourage troops to earn the National Camping Award.
· Assist in promoting Webelos Scout camping.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.

Assistant Roundtable Commissioner: Spotlight Coordinator

· Work with district commissioner staff to learn the needs and characteristics of the units in the district.
· Identify units that can be used as resources for monthly roundtable programs.
· Plan and organize the recognition of different units at roundtable on a monthly basis. Recognition of the unit in the ‘‘spotlight’’ might include information about the unit’s specialty, favorite activities, recent successes, etc.; in short, the unit should be given a five-minute opportunity to ‘‘show off.’’ Unit exhibits, scrapbooks, etc., should be displayed.
· Coordinate the spotlighting of each unit with the roundtable commissioner photographers, and editor of the district newsletter.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed
Assistant Roundtable Commissioner: Media Specialist

· Become familiar with the program features, special activities, and emphases (e.g., FOS, Scout-o-rama, Scout summer camp, dinners, etc.) to be featured at each roundtable.
· Locate clip art and promotional information that support the program features, activities, and emphases, and prepare PowerPoint presentations for use at roundtable.
· When appropriate during each roundtable, use PowerPoint Presentation to explain a theme, activity, or special emphasis.
· Develop a library of Scouting, patriotic, inspirational, or mood music to support the roundtable program or to create a desired mood for roundtable participants.
· Attend roundtable in correct uniform.
· Conduct regular self-evaluation.
· Recruit and train assistants as needed.
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