Managing Your Team 






30 Minutes

FLIP CHART:
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Review definition of a team.

Say: The first thing we need is “members”

Recruiting:

Some questions to get the discussion going:

· Think of a time when you led or worked on a team/project/committee.

· How was your experience?

· Did all the members do their jobs? Why or why not?

· Did you have enough members?

· What did you learn that you’ll remember next time?

Say: So, in order to have a team, the first thing you need is members! – AND, as we just identified, it’s important to remember: you don’t just need members, you need enough, GOOD, reliable members to get the job done and to make it enjoyable for all who participate! One way of putting it is - you want the RIGHT body not just a WARM body!

How many members make up the definition of an ACS Relay For Life Team? (8 to 15)

Where can you look to find your members?

FLIP CHART:
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Example answers that you are looking for:

Work, Church, Family, Friends, Cancer Survivors - Teams with cancer survivors have a built in inspiration and source of motivation

It is important that when you are asking them to join your team, you be very clear about defining their roles - what is expected from them? What are their assignments?

Let’s look back to our definitions of team and teamwork: “A group of members organized to work together to achieve a common goal.”

We now have our team members identified. It’s time to start concentrating on the second part of our definition: “organized to work together”
Say: As a team captain, it’s your responsibility to do the organizing of your team. Sometimes, we want to get people so badly that we:

1) Exaggerate how “easy” their roles are when we are recruiting them!

OR

2) Recruit them but then feel bad about asking them to work so we do it all ourselves!

Then what happens? - WE GET UPSET WHEN THEY DON’T FOLLOW THROUGH AND WE HAVE TO DO

ALL THE WORK! How can we fix that?!

Delegating:

The best way to be an “organized team that works together” is to have very clear definitions of what your member roles and responsibilities are and to have an equal delegation of work so that it is an enjoyable experience for everyone! - Let’s concentrate on that word – Delegation.

We are going to start out with a little test. Don’t worry, it’s fun and rewards are plentiful.
Speaker’s Note: Give the attendees 1-2 minutes to complete the “Whose job is it anyway” form. Below are the facilitator notes along with the test questions: Facilitator note: Hand out test form. The answers are listed below in Parenthesis. Give the participants a couple of minutes to answer or you may do the whole thing as a group exercise. If done alone, remember to debrief the answers at the end and move through it quickly.

[image: image3.emf]TCUII Whose Job Is  It Anyway.doc


WHOSE JOB IS IT ANYWAY? ANSWER KEY

Register the Team (usually it’s the Team Captain)

Collect $100 minimum (everyone)

Invite Survivor’s to the event (everyone)

Coordinate Group Fundraisers (delegated to Team Captain or any member)

Serve as Team Treasurer (Typically the Team Captain turns the money in to the committee but any member can be the internal team treasurer)

Attend Team Captain Meetings (usually, it is the responsibility of the Team Captain however, if they are unable to attend – they should delegate a team member to attend in their place)

Turn in $ during Bank Nights (usually, it is the responsibility of the Team Captain however, if they are unable to attend – they should delegate a team member to attend in their place)

Picking up T-shirts (usually, it is the responsibility of the Team Captain. However, the most important thing is that it is ONE person vs. every member being in the t-shirt line)

Turn in $ at Event (usually, it is the responsibility of the Team Captain. However, it can be delegated - the most important thing is that it is ONE person vs. every member being in the bank line)

Set up Tents/Canopies (Any member of the team)

Bringing Food/Drinks to Event (Any member of the team)

Coordinate on-site fundraisers/activities (Any member of the team)

Setting and Monitoring the Walking Schedule (Any member of the team)

Decorating Camp Site (Any member of the team)

Coordinate Camp Site Clean Up (Everyone should help!)

Say: As the team captain, it is your responsibility that these tasks are all taken care of – However, that does not mean that you are the one who does all of these tasks! – Be a leader. Negotiate and Delegate. Follow up, and watch the results – by everyone having a piece of the responsibility, you will also see your team members taking a little more ownership for the results! – GO TEAM!

Now with our recruited “group of members” delegated and “organized to work together” it’s time to manage their efforts so they may “achieve a common goal.”
Managing Your Team:

Managing a group requires a collaboration of skills. What are some of those skills? (Flip Chart their responses)

FLIP CHART:
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Example answers that you are looking for:

Communicator, Goal Setter, Follows Up, Recognizes Achievement, Motivator, Leads By Example, Proactive, Organized

Effective managing – requires using a well equipped tool box (utilize the stock you have built):

· Communication: You need to fully disseminate information – your team members deserve the same information from which you have benefited. Hold a team meeting.
FLIP CHART:
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Other roles of the Team Captain:

· Goal Setting –You need to work with your team to set and share clear goals (Fundraising Goal and Team Member Goals). Fundraising goals need to be set by who? THE TEAM. Your job is to encourage them to set goals higher than the year before. Remember you can shoot for the moon and even if you miss, you can at least land on the stars.

· Follow-up – Unknown job stats = Incomplete job! Holding yourself accountable to being on top of things, translates into accountability from others. When they know you are expecting an update on specifics, they will come prepared to present.

· Recognition – Recognition of a job well done is a great way of encouraging similar behavior, and can be your indication to them that they are on the right track.

· Motivator – Be the cheerleader! By and large, most people want to be part of something great. They will not believe it to be so if you don’t.

· Lead By Example – Be prepared! There is a reason people follow others on a path… because they demonstrate that they know what they are doing.

· Proactive – The best way of avoiding a trap, is knowing of its existence. Think of it as scanning the road while driving. Looking ahead, and side-to-side, is the best way of keeping you between the lines and out of the ditch.

· Organized – Keeping it simple!

Now that our recruited “group of members” were delegated and “organized to work together” and their efforts managed to “achieved a common goal” – it is time to celebrate their accomplishments.

Celebrating:

· Have a Team Celebration – Make it Rewarding! They have helped you till the soil, plant the seeds, and nurture delicate seedlings through the elements, so take time with them to appreciate the outcome. Throw a party. Have a get together. Have some pizza, ice cream, or cake.

· Make it Matter - Submit an article to the newspaper. Get listed in the Newsletter, and Church Bulletin. Post flyers in the Break Room. Slap a smiley sticker on each team member. Just make sure they know how much their actions are appreciated.

Speaker’s Note: Have participants refer to My Plan for Success and have them complete questions 3, 4, and 5. Ask for a couple of responses on where they can recruit and what can they delegate?
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Definition of A Team:


A group of members organized to work together to achieve a common goal.





Where To Find Team Members








Managing Skills








Sample Team Meeting Agenda has these topics:


a) Fundraisers, Team Goals, Money Raised To Date, Collection Dates


b) Details of your team fundraisers


c) Logistics & Sign Up Review


d) Team Captain Meeting Updates


e) Celebrate Success
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Whose Job Is It Anyway?




		Responsibility

		Team 


Captain

		Team Member



		Register the Team




		

		



		Collect $100 minimum




		

		



		Invite Survivor’s to the Event




		

		



		Coordinate Group Fundraiser(s)




		

		



		Serve as Team Treasurer




		

		



		Attend Team Captain Meetings

		

		



		Turn in Money During Bank Night(s)




		

		



		Pick Up T-shirts




		

		



		Turn in Money at Event




		

		



		Set up Tents/Canopies




		

		



		Bring Food/Drinks to Event




		

		



		Coordinate On-Site


Fundraisers/Activities

		

		



		Setting and Monitoring the Walking Schedule

		

		



		Decorating Camp Site




		

		



		Coordinate Camp Site Cleanup




		

		





** You may mark one or both boxes**
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BEST PRACTICES


MY PLAN FOR SUCCESS



I.
I Relay for (list person(s):__________________________________________    

II.
My Team can help deliver the mission of the ACS to our community.  One way that I can help my team is to_________________________________________


III.
List two places where you can recruit new team members: 


_______________________________________________________________


_______________________________________________________________


IV.
Delegating is one way to make things easier for me the team captain and to also let other team members feel that have a role on the team.  List two activities/ tasks that you can delegate and the person(s) you will delegate those activities to_____________________________________________________________


V.
List three things a team captain needs in their tool box:


________________________________________________________________ ________________________________________________________________________________________________________________________________                                                                                                      


VI.
Successful teams set fund-raising goals.  


My personal goal for this year is: ____________________________________


______________________________________________________________


I can reach that goal by:___________________________________________                                                                                      


Our team goal for this year is:_______________________________________  


We can reach that goal by: _________________________________________                                                                             


One idea for on-site fund-raising is: __________________________________                                                                
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