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Name: 

Exercise 2  
Deadline: April 29, Sunday
1. As Project Coordinator how will you lead your team? How will you participate as a member of this team and simultaneously maintain your authority?

2. Draw up a timeline for your project. Include the major tasks people will carry out and identify the ‘milestones’ that mark the completion of key activities. Don’t forget to plan the training sessions you expect staff and volunteers to take part in, and who will conduct these training sessions.

3. Who will be responsible for the management of finances (money) for the project? What are the basic principles you have adopted for managing the funds for the project? (Bank account, signatories, petty cash float, receipting, cashbook and ledger entries etc.)

4. Does your organization have in place some basic principles for managing people? If yes, how will you make sure that volunteers are aware of the principles that affect them? If not, what do you believe are the basic principles for managing people? What steps will you take to monitor the effectiveness of specific project team members? How will you ensure that there are rewards, especially for volunteers in the project team? And how will you know that they have been effective?

5. What are the key areas of your project (like Communications, Finance, Volunteer Coordinator, etc.)? Develop job descriptions for each of these key areas, if you don’t already have them. (A job description usually has an introductory statement about the project, a list of responsibilities for the person overseeing that particular area and a statement about the time commitment required. Finally, it has a list of the knowledge/skills that the person would be expected to have to carry out the function effectively.) If you already have job descriptions, you should review them to ensure that they will be useful to you as the Program Coordinator and to the person carrying out the function. For a sample job description, see Appendix A.

Please forward completed exercise at youth.horizons@gmail.com.
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