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WILDLANDS RESTORATION




Role Description:  WRV Staff Liaison
Title:  WRV Staff Liaison
Team or Committee Affiliation:  Project Team Member; Staff Member

Description: The WRV Staff Lead (WSL) has four primary areas of responsibility: supporting the Project Leader and Project Team to have a positive and successful volunteer experience that contributes to WRV’s organizational mission and goals:

1. Manage legal, regulatory, and financial requirements for the project
2. Provide volunteer outreach, recruitment, 
3. Provide WRV office-related logistical support for the project
4. Provide background knowledge, and perspective
Objectives: The WSL simultaneously views the project from the big picture perspective and the ground-up detail perspective.  S/he oversees project planning to ensure that it takes place in a way that is consistent with WRV’s mission, goals, and standards.  The WSL enacts WRV’s goal of empowering volunteers by enabling the PL to truly lead and manage the project.  The WSL coaches and collaborates with the PL to understand and meet the needs of the project.  The WSL ensures that logistical and administrative needs are addressed.  S/he is responsible for recruitment of volunteers for the project, managing outreach and public relations related to the project, and managing the project feedback process. 
Responsibilities: 
· The WSL has ultimate responsibility to ensure that the project is completed in a way that complies with WRV policy and expectations, and offers a “WRV Experience” to all involved.  Assures continuity and integration between the project at hand and other WRV projects.
· Ensure that the project terms and goals adhere to any pertinent legal, regulatory, or financial requirements.  Refer any legal concerns to the Executive Director.

· Negotiate and administer contracted services, materials acquisition, and other financial matters.

· Support PL as the primary project planner and team leader.  Offer coaching support and collaboration when needed to assist the PL in meeting project objectives.
· Facilitate initial meeting with PL and APL to discuss role definition and expectations. Facilitate discussion on how to maximize the strengths of the project team, and identify any needs for additional knowledge or training. 
· Transfer knowledge and documentation from previous work with the agency and related projects to PL at start of planning process.  Act as an information resource to PL and Project Team throughout planning process.

· Model leadership and successful project management to team.

· Support PL in recruiting additional leadership team members, as needed.
· Recruit volunteers.  Manage email communication to crew members (send out project information, weather updates, requests for special help, etc.)  On some projects, this task will be delegated to PL or Administrative Assistant.
· Oversee and support planning of educational talks, social gatherings, or other enrichment activities to be held on project day / weekend, as appropriate.

· May attend site visits, planning meetings, crew leader orientations, and project, as needed.

· On project day, the WSL generally administers volunteer registration; soliciting and receiving donations; WRV merchandise; memberships; announcing upcoming events, and thanking volunteers on behalf of the organization. These tasks may be delegated to a volunteer or other staff member.
· Administer and process project surveys in time for project debrief meeting (within 1 week of project).  

· Ensure project photos are received and processed in a timely manner (within 2 weeks of project date).
Background or qualifications:  The WSL is a member of WRV’s program staff.

Training/Preparation: New staff members taking on the WSL role should familiarize themselves with the project process and WSL expectations by acting as an Assistant Staff Lead (ASL).  Ideally, ASLs will complete the COTI/WRV Ecological Restoration Crew Leadership training and the WRV Project Leadership training prior to being a WSL.  WRV offers additional training opportunities in project management, group facilitation, and other topics.  
Time / Place: Varies substantially by project. WSL may attend meetings, site visits, crew leader orientation, and debrief. The WSL arrives at the project site before volunteers and can expect to leave after all volunteers have departed.
Commitment:  Varies by staff position and project complexity.  The Projects Director and Community Programs Director each oversee approximately 40% of the project schedule. The Executive Director oversees approximately 20% of the project schedule.
Over-sight: The WSL assumes responsibility for supporting the Project Leader to succeed, and also coordinates with the technical advisor, crew leaders, project support/cooks, tool manager(s), and land management agency staff. Generally, the WSL is the primary liaison to crew 
members.  The WSL has ultimate responsibility to ensure that the project is completed in a way that complies with WRV policy and expectations.
Measures of success: Clearly documented communication approach. Successfully completed work on project day; project volunteers welcomed, included and encouraged to participate in other projects, returning; project team members feel successful; “lessons learned” passed on to future project team. 
�John – I did mean crew members here – i.e. regular volunteers.  PL should facilitate communication with Project Team; WSL should be the point of contact with crew members. If we change that to be an admin role, the WSL would still be responsible for making sure that timely, appropriate communication is happening.





