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The Service Unit Registrar helps make sure that all girls and adults in the Service Unit are registered with Girl Scouts. 

This role works with GSNEO staff and troop leaders to keep records correct and help everyone stay involved. 
 

 
 

As a Service Unit Registrar, you’ll get support from the Volunteer Support & Services Department. You'll also be 

Supported by the Service Unit Director (SUD), Community Support Coordinator (CSC), and GSNEO staff. 

  
 

 

Here are some of the awesome things you’ll do as a Service Unit Registrar: 
 

• Check Membership Records: Review online reports to make sure all troop and member information is correct. 

• Support Registration: Work with GSNEO to help girls and adults register and stay active. 

• Ensure Troop Leaders Are Assigned: Make sure each troop has at least two registered adult leaders. 

• Promote Renewals: Remind troops and families to renew memberships each year. 

• Teach Online Registration: Help members use the MyGS system to register or renew. 

• Attend local, regional and GSNEO webinars, meetings, conferences and/or other scheduled events as appropriate 

to this role, including but not limited to GSNEO Kickoff, Mid-Year Meeting, monthly SU Team Meetings, etc 

 
Being a Service Unit Registrar helps you grow, too! You’ll build skills like: 

• Data & Reporting  

• Digital Organization  

• Values & Confidentiality  

• Public Speaking  

• Records Management 

 

 

• Follow the Rules: Comply with GSUSA Policies, Standards and Guidelines, Volunteer Essentials, Safety Activity 

Checkpoints, GSNEO Bylaws, and GSNEO Volunteer Policies. 

• Membership & Safety: Be a current GSUSA member and pass the volunteer screening process, to help keep girls and 

volunteers safe.   

• Communication: Volunteers in this role need to be able to send and receive messages through email, text, or social 

media and agree to receive emails and texts from GSNEO and GSUSA. 

• Renewal: This role is reviewed every year and can be renewed if both the volunteer and council staff agree. 

• Time Expectations: 12 months, with the option to renew upon mutual agreement with & council staff. This role 

has a high time commitment (5-10 hours a month) throughout the entire membership year.  

o Training: Complete required: Service Unit Registrar Orientation and Service Team Training (gsLearn online 

platform) and consider additional leadership development courses. 

o New Leader Training (gsLearn online platform). 

o Welcome to Girl Scout training and Youth Protection Training (gsLearn online platform). 

o Completion of Money Matter (gsLearn online platform) is required within 90 days of all signers on GSNEO 

bank account. 

• By taking this volunteer position with Girl Scouts of North East Ohio, I promise to follow the Girl Scout Promise and 

Law. I will keep all Girl Scouts information about members, volunteers, and staff private and respectful. 
 

Service Unit Registrar 
Volunteer Position Description 

 

Alone we can do so little; together we can do so much! 

When you see the whole, your part makes sense. 

Know your role. Rock your role.   
 

Grow your skills, grow your future. 

Great work starts with clear expectations. 


