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Job roles

We have found the following skills to be invaluable for our project. Initially several of these could be done by one person, if they have the right expertise. All of our project team has been involved in a real TS group (a good way to start the pilots).
Coordinator (manager)

Responsibilities:

· Has overall responsibility for the project’s success.
· Project strategy, planning and resourcing (finding the right people)

· Budget tracking

· Setting up the evaluation system

· Progress reporting, internal and external

· Leading team meetings

· Review the workbook and identify what changes are needed to make it relevant locally (or arrange for someone to do this)

· Liaise with project partners, and ensure the terms of relationships are agreed in writing

· Project continuation (assume it takes 6 months for funding lead-in time)

Skills/experience:

· Has run similar projects before
Administrator

Responsibilities:

· Handles calls, emails and visitors who want to know more about the project

· Tracks number of TS groups and participants  
· Responds to queries from the TS groups

· Records Evaluation Form data centrally as needed, and produces reports for the project team

· Ensures enough workbooks are at the home of the first meeting of each group

· Arranges the facilitator who will attend the first (and last) meeting, gives them the address etc.

· Revises the workbook* based on changes advised by the Coordinator (or nominated others)

· Finds the best local printer, arranges for print jobs including the workbooks
· Keeping information on the website/webpage up to date (or could be the Comms person’s job)
· Puts posters up around town, puts flyers in the library and other public places etc.
Skills/experience:
· Enthusiastic, cheerful, inspiring!

· General admin skills – spreadsheets, powerpoint*, word, email 

· Someone used to working with  the local community – can relate easily to different and diverse people
*Powerpoint skills - important note! The workbook is created in Powerpoint and in order to make changes you will need someone with a good skill level with this application. The more changes you want to make, the more skilled a person you will need, if you want to keep the professional appearance of the workbook intact.
Communications

Responsibilities:

· Develops and delivers the Communications Plan

· Designs (or works with a designer) the required materials like the logo, flyers, posters etc.

· Crafts good stories from the pilot groups, and then from ongoing groups

· Write press releases and gets them out to the local press (plus other aspects of the plan)
· Works with the Web person to design and populate the website or webpages.

Skills/experience:

· Marketing and communications experience

· Someone who understands the local community where you live (i.e. having someone just arrived from another country won’t be much help, even if they have an impressive background as they won’t know the local people and what will and won’t appeal to them).

Web

Responsibilities:

· Builds web platform or web-pages per the agreed design
· Arranges hosting and does ongoing technical maintenance and updates as requested (if a new website is being built for this project)
Skills/experience:

· Wed designer and developer
Facilitator(s)

Responsibilities:

· Agree a standard approach to facilitating the first and last sessions

· Attend first meeting for each group, and get them off to a good start

· Attend final meeting, let them know about additional activities they could do next, collect Evaluation Forms (and any pay-it-forward) and share group’s feedback with the project team

Skills/experience:

· Used to working with small groups, ideally in a community setting
· Really need to have been in a TS group first themselves

How much time is needed per person?

Clearly this depends on the scale of your project, and the skills and expertise you have available in your team. But based on our experience of project start-up in Totnes, here’s an estimate of the amount of time from each person that might be needed for the first 12 months of your project. This assumes you start with 2 pilot groups, and build to around 10-20 groups within the first year.
	Role
	Time commitment
	Assumptions

	Coordinator
	1 day per week
	Much of the work is front-loaded while the project is being set-up, with less time needed once the other project team members are in place.

	Administrator
	2-3 hours per week
	Again, much of this would be front-loaded, with an ongoing need to respond to queries and support new groups as they get going.

	Communications
	5 days
	Mostly at start of project, creating the plan and comms. materials etc. Save 1 day at least towards end of project for press releases/stories.

	Web
	2 days
	Assume you are not setting up a new website, but adding some pages to your existing website.

	Facilitator(s)
	4 x hours per TS group
	2 hours at both initial and final sessions per group. Also include half a day to review and revise the standard facilitation guide.


Pay rates

For reference, in Totnes (in 2009-2010) we paid roughly the following daily rates for a 7.5 hour day. Initially all of the team was on a self-employed contract basis:
· Coordination: £120 per day
· Communications: £114 per day
· Admin: £85 per day
· Facilitators: £15 per hour (£112.50 per day)
PAGE  
4

