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Blueprint for the Future

"How can I do my job by doing nothing?"

Participants identified the following roles/tasks which could be the responsibility of individual Co-Ordinators.

A) Meeting Co-Ordinator

· Book the room for meeting

· Notify or remind Co-Ordinators that the meeting is on

· Agenda

· Opening prayer

· Minutes

· Closing prayer

B) Marketing/Publication Co-Ordinator
· Parish bulletin

· Noticeboard poster

· Brochures

· Banner

· Organising speaker/content for recommitment talks
· PowerPoint presentation

· Communication

C) Data Collection/Reporting Co-Ordinator

· Data collection and report of jobs undertaken
· Update volunteers list
· Computer package for data collection

D) Training Co-Ordinator

· Define training requirements for volunteers and Co-Ordinators
· Photocopied material

· Book premises and organise event
E) Recruitment Co-Ordinator

· Recruitment of Co-Ordinators and volunteers
· Succession planning
· Follow-up (people skills required)
F) Appreciation Co-Ordinator

· Verbal

· Written

· Annual/Thanksgiving Mass and supper
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