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Project Timeline and Position Descriptions
City of Portland, Oregon Police Bureau Application Attachment 3

	GOALS
	Objectives
	Major Activities
	Outcomes
	Measures

	Create long term training 

program to reduce substance

abuse and attendant 

crime issues.
	1) Utilize specific risk assessment tools 
2) assets based curricula.

2)        

 D      Develop and implement a sustainability plan.  Build continued collaboration.

3       

	Hire program manager.

Define outreach and referral system.


	Create sustainable position with overall responsibility for the program.

Outreach system and directory of services.
	Pre-Post surveys for all trainees.

Increases in services levels-tracking officer to program referrals.

	Provide quality justice-based 

out of school time services

 with Sunshine Division

 emergency food relief 

programs.


	1) Recruit, train and retain quality staff and volunteers.

2) Develop and execute Volunteer Program plan


	Enlist current resources.

Research best practices


	Complete and publish Volunteer Plan

Implement trainings
	Recruit and place 50 new volunteers for each program.

Track program activity numbers.

Four volunteer trainings

One recognition event



	Develop a complete 

Operations guide.

(paper, CD and DVD formats)


	1) Utilize current best practices materials and training.

2) Integrate with in-service efforts in all agencies.
	Test materials

Prepare materials content

Hire video team


	Two materials review

Schedule all taping

Printing materials
	Deliver complete program 

In all formats.

Implement distribution system to respond to agencies.


Impact/Outcomes, Evaluation Table 
Timeline:

Note: These activities are linked to the calendar of activities for both Sunshine and PAL and do not reflect the total duties that will be assigned or linked to the project.  Training will also be integrated into the overall training schedule for the Portland Police Bureau, created in partnership with the Bureau Training Division.  All partners will meet prior to announcement of the award to flesh out the timeline and formalize goals and objectives.
October 1, 2008

Funding award notification: Project over-site team meets for hiring process

Initiate all memos of understanding

First consultation with TACS
November 15, 2008


Positions Hired 

Meeting with TACS

Team building – food drives
December 1, 2008


Draft volunteer training program in place

Draft calendar for training schedules

Internal materials and resources are cataloged – research on best practices begins.

Outreach materials and referral system design.
Team participates in Sunshine Division Food Deliveries

Report due
December 15, 2008


RFP for video team and project complete

RFP for printer for manual complete

Beginning draft of training materials is underway 

First project team meeting (Sunshine, PAL, Police staff planning/over-site)

Outreach materials and referral system design review.

Meeting with TACS

January 2009

Review of draft materials for training begins




February 


Project Team Meets with Coordinator
Training calendar established

Taping contract in place; goals, objectives and calendar linked to trainings

Meeting with TACS

Field Trip Training

March 2009


Project Team Meets with Coordinator

Training calendar finalized – first training held
Outreach materials and referral system design complete.

Volunteer plan draft reviewed.

Meeting with TACS

Field Trip Training/Safe Haven Spring Break options

Report Due.
April 2009


Project Team Meets with Coordinator

Referral system implemented and tracked for efficacy.
Survey instruments reviewed and signed off 
Second Training

Field Trip Training

Meeting with TACS




May 2009



Project Team Meets with Coordinator

First surveys and taping
Referral system is changes implemented.

Third and fourth trainings

Field Trip Training

Meeting with TACS

June 2009


Project Team Meets with Coordinator

Fifth training
Volunteer Plan complete
Meeting with TACS

Report Due
July 20090



Project Team Meets with Coordinator

Final training – 6th
Field Trip Training

Meeting with TAC




August
 2009
Project Team Meets with Coordinator

Draft complete of all training materials
Video materials ready for final edit.

Field Trip Training

Meeting with TACS
September 2009

Project Team Meets with Coordinator

Finalize video and training materials for printing and distribution
Volunteer recognition event
Final evaluation/TACS

Report Due
Outline of Annual Sunshine Division Volunteer and Outreach Events/Activities (Sample to use when creating joint project timeline, will use to plug training in):

F=Fundraising event

FD=Food drive

O=Outreach event

V=Volunteer event

September 2008
· V- Assess and reassess volunteer needs

· V- Continue planning holiday events

· V- Meet with Lloyd Center regarding gift wrapping station 

· FD- Sunshine works with Safeway on Go Orange for Hunger food drive at Safeway stores

October 2008
· O/FD/V- Recruit volunteers to begin contacting previous years holiday food drive sites

· O/FD/V- Identify new food drives sites

· O/FD- Create promotional materials for food drives

· O- Promote Northwest Car Collectors Show and food drive benefiting Sunshine Division

· V- Recruit volunteers to staff Northwest Car Collectors Show

· O/FD- Innovative Events Career Fair and food drive event benefiting Sunshine Division

· F- Attend METRO charitable campaign functions, staff information table for prospective METRO employee donors

· F- Attend and present at Oregon Zoo staff meeting to promote Sunshine Division and encourage zoo employees to donate through payroll deduction

November 2008
· FD- Create promotional materials for holiday food drives

· FD- Schedule and promote holiday food drives

· O- Presentations at community organizations 

· V/O- Volunteers staff holiday outreach events

· V- Recruit holiday volunteers for all holiday programming

December 2008
· O- Entercom Radio Interview, promoting holiday food drives

· O- Lloyd Center and Fish Radio event, promoting holiday food drives

· V- Pack Nights, 240 volunteers pack 4,000 holiday food boxes

· O/ FD- Christmas Carol Sing-A-Long and food drive

· V- Delivery Day, 300+ volunteers including Portland Police Bureau personnel deliver 4,000 holiday food boxes 

· O- Izzy’s Kids Ice-Cream and Shopping party, 20+ Portland Police Officers take 40+ low income students shopping for school clothing, following by an ice-cream party

· F/ FD- Air Force Humvee food donation and check presentation, seven Humvees full of canned vegetables make their way from the Air Force base to Sunshine Division with Portland Police motorcycle convoy to donate food and present check

· O/F/V- Lloyd Center Gift Wrapping Booth,  100 volunteer staff gift wrapping booth at Lloyd Center wrapping gifts for shoppers in return for financial donations

· FD- food drives at 250 locations in the Portland Metro area

· FD- ABATE Toy Run Motorcycle event

· O/FD- Attend Royal Rosarians' brunch and food drive event benefiting Sunshine Division

· FD- Forrest Heights Tree Lighting event and food drive benefiting Sunshine Division

January  2009
· V/O- Holiday activities recap and planning meeting for following year

· FD- Pick up all holiday food drive barrels

· FD/V- Volunteers and staff total food drive figures and send out thank you letters to participating organizations

· V- Recruit and train volunteers to reopen clothing store

· V- Recruit and train volunteers to update donor perfect database following holiday mailings

· S/O- Portland Police Bureau Open House planning meeting

· O- Presentations at various organizations regarding Sunshine Division programs to generate awareness and recruit clients, donors and volunteers

· V/FD- Plan and recruit volunteers to sort food from holiday drives

· V- Volunteer work parties for food sorting and clothing store, approximately 100 volunteers

February  2009
· V- Recruit and train regular weekly warehouse volunteers and weekly clothing store volunteers

· O- Presentation at Rotary Club

· V/FD- Recruit volunteers to make Zupan’s Ray of Hope Food Drive display boards for March

· O- Attend Portland Police Retirement Banquet

· S/F- Meeting regarding Innovative Events career fair and food drives benefiting Sunshine Division

· O- Presentations at area Head Start programs to provide information to families about Sunshine Division services

· O/V/FD- Planning meeting for Ski for Sunshine event, a food drive at Ski Bowl and Timberline in March

· FD- Create packets to go to each Zupan’s store for Ray of Hope Campaign

· V- Recruit volunteer team to promote Ski for Sunshine event bringing posters and fliers to businesses and public places around the Portland area

· V- Meeting to brainstorm Starlight Parade float ideas for May

· V- Recruit for Zupan’s weekend events and Antique Show in March

· O/FD-  Visit each Zupan’s location and connect with store directors and staff

· V- Recruit regular weekly volunteer group from Clackamas ESD Transition Program

March  2009
· V/F- Volunteers staff Palmer Wirfs Antique and Collectibles Show evaluation table, which is a fundraiser for Sunshine Division

· V/FD- Volunteers and Portland Police Cadets work at each Zupan’s store during the month of March on Saturdays to hand out information to customers and promote the Ray of Hope food drive

· V/O- Turn in Starlight Parade Float application

· O- Portland Police Bureau Open House, 200+ police bureau personnel attend 3 shift open house at Sunshine Division to learn about programs and strengthen partnership

· V- Volunteers staff Open House

· O/FD/V- Ski for Sunshine event at Mt. Hood Ski Bowl and Timberline. Volunteers staff event exchanging 6 cans of food for free lift tickets

· V- Clothing Store volunteer meeting

· V/O- Meeting regarding Child Abuse Prevention Month upcoming events

· V/O/F- Plan Sunshine Night with the Portland Trailblazers, recruit volunteers to collect donations at the game

· O- Roots and Wings event at Lloyd Center providing resources for families in conjunction with Child Abuse Prevention Month

· V/O/F- Volunteers and police cadets staff all entrances at a Blazer’s game, collecting money which is then match by the Blazer’s

· V/O/FD- Plan Lumberjax game food drive
April  2009
· V/O/FD- Volunteers and police cadets staff entrances at the Portland Lumberjax games to collect food donations in exchange for 2-for-1 coupons for future game

· V/FD- Volunteer work party to sort Ray of Hope food drive food, 60 volunteers 

· O/FD- Thank you letters go out for food drives

· F- Meeting with Advantis Credit Union to discuss sponsorship of Starlight Parade Float

· V- Meet with Mt. Hood Community College representative to recruit a class to help with donor address project

· FD- Plan May Can-Do food drives 

· FD- Recruit organizations to participate with Can-Do and schedule food drives

· O/FD- Plan Ice Skating Party for Can Do food drive, free skate rentals and ice-skating for 6 cans of food

· O- Recruit Cleveland HS class to help Sunshine Division create Starlight Parade Float

· V- Beaverton International HS group volunteers to sort Ski for Sunshine food

· V- Plan and recruit volunteers for Beaver’s Building Healthy Families event

· V/O- Volunteers and staff members work at the Beaver’s game to provide information about Sunshine programs and healthy eating to prospective clients, volunteers and donors

· V/O- Plan and recruit volunteers to staff Ready. Safe. Go event with the Office of Neighborhood Involvement

· O- Develop Agency Referral program, write informational pieces and create agency referral cards

May  2009
· V/O- Begin float construction for Starlight Parade

· O/FD- May Can-Do food drives begin, schedule barrel deliveries and pickups with 35+ organizations

· O/FD- Prepare promotional materials and press releases for Can-Do food drive

· F/V- Meet with Tournament Golf Foundation regarding Safeway Classic Golf Tournament

· V- Attend Volunteer Management 201 training

· F/FD/O- Meet with New Seasons regarding possible partnerships

· O- Meet with social service organizations regarding new Agency Referral Program

· F- Meet with Mattress World to plan golf tournament

· V-Recruit volunteers for PAL Auction

· V/O- Recruit volunteers to work on Sunshine Division Nutrition Night for clients

· O/FD/F- Meet with representatives from the NW Car Collectors Association regarding partnership

· V- Recruit Client Services, Clothing Store and Warehouse volunteers

· O- Meeting regarding outreach to Portland Public Schools

· V/O- Float in Starlight Parade, volunteers designed and built float and walked with the float in the parade

June 2009
· O- Presentations to community organizations to talk about Sunshine Division programs

· FD- Can-Do food drives end, final barrel pickups scheduled 

· FD- Thank you letters sent out to participating organizations

· V- Present information about volunteer management to PAL staff meeting

· V- Recruit volunteer to work on display boards for Sunshine Division outreach events

· V- Clark College group sorts food from Can-Do food drives

· V-Recruit and train food box packers

· F- Meet with Bridgeport Brewing Co. regarding possible partnerships

· V/O- Volunteers continue to plan Sunshine Division Nutrition Nite for clients

· FD/V- Volunteers staff Rose Festival Debacle Event food drive

· V- Recruit volunteers for community events

· V/O- Volunteers staff information table at Compassion SE event with PAL

· V/O- Volunteers staff information table at Good in the Hood Neighborhood Event

· V- Meeting in Portland Social networking organization volunteers to do clothing inventory

· V/F- Recruit volunteers for Safeway Classic Golf Tournament

July  2009
· F/V-Mattress World Golf Tournament, volunteers and staff help with the Mattress World Charity Golf Tournament

· V/F- Volunteers staff Palmer Wirfs Antique and Collectibles Show evaluation table, which is a fundraiser for Sunshine Division

· V/F- Recruit volunteers for Safeway Classic Golf Tournament

· V/O- Plan and recruit volunteers for National Night Out

· V/O- Volunteers staff information table at East Precinct Open House

· V/F- Volunteer meeting for Safeway Classic Tournament volunteers

· O- Sunshine Division sponsors Izzy’s Kids shopping event, 50+ Portland Police Officers take 200+ low income students school clothing shopping

· V/O- Volunteers staff information table at Woodstock Fesival

· FD- NW Neighborhood food drive event

August 2009
· V/O- Volunteers staff information table at National Night Out

· V/O- Volunteers staff Sunshine Division Nutrition Nite, an event to provide nutrition education to clients

· O/FD- Innovative Events Career Fair and food drive benefiting Sunshine Division

· V- Beginning planning for holiday activities

· V/O- Volunteers staff information table at Central Precinct Open House in conjunction with Multnomah Village Days 

· V/F- Volunteers staff Safeway Classic Golf Tournament

· O-Promote Safeway Classic Golf Tournament
Position Descriptions:
Job Title: 
Byrne Grant Program Manager

Reports To: 
PAL CEO, who will create work plan in cooperation with Sunshine Division Operations Manager 

FLSA Status: 
Exempt

SUMMARY 

Provides overall leadership, management, and tracking for the Portland Police Bureau’s Crime Prevention efficacy project with the Sunshine Division and Police Activities League.

ESSENTIAL DUTIES AND RESPONSIBILITIES
The Program Manager is a grant-funded position in which the individual is responsible for managing the activities and projects of the Portland Police Bureau, PAL and Sunshine Division efficacy project creating a civilian and officer training program to provide crime prevention efforts focused on working directly with youth in justice-based after school programs and with families providing emergency food relief.  The end result will be 104 trained officers, a manual for all partner organizations, other supports and materials to share with agencies across the nation. 
The duties of the Program Manager include the following:

· Guide organizational assessment process

· Assess work-plans

· Work with all contractors

· Conduct site visits

· Coordinate information sessions

· Manage administrative program documents and records i.e., grant reports, memorandum of agreement and grant disbursements

· Oversee the planning and organizing of trainings, workshops, and open houses.

· Support the project with tasks including but not limited to: mailings, tracking quarterly progress and financial reports, tracking monthly grant expenditure and other internal reports, filing, copying, and database input.

Qualifications:

· Bachelor’s degree in non-profit management, health and human services administration, business, communications, public administration, or related fields;

· At least 10 years experience in professional positions of ever-increasing accountability;

· Excellent oral, written and interpersonal communication skills;

· Demonstrated experience in research and program development;

· Demonstrated knowledge of educational and training opportunities;

· Highly proficient in Microsoft Office Suite; Adobe Creative Suite 2; and Publisher

· Demonstrated knowledge and ability to perform basic website maintenance;

· Evidence of commitment to diversity and equity.

Byrne Grant Program Manager, continued

Language Skills                   




Ability to read, analyze, and interpret the most complex documents, including scientific and technical journals, financial reports and legal documents. Ability to effectively present information to top management, public groups, and/or boards of directors.  Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors.

Mathematical Skills                   




Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratios, and percent and to draw and interpret bar graphs.  Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability                   




Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Computer Skills                   




Must have specialized computer skills.  Must be adept at using various applications including database, spreadsheet, report writing, project management, graphics, word processing, presentation creation/editing, and communicate by e-mail and use scheduling software.

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Job Title: 
Community Outreach and Volunteer Coordinator

Reports To: 
Program Manager, with oversight from chain of command within Sunshine Division and the Police Activities

FLSA Status: 
Exempt

SUMMARY 

Provides volunteer and outreach coordination and provides client service support.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Volunteer/Event Coordination:

· Recruit, train, orient, supervise, manage, encourage, direct, evaluate, and assign volunteers

· Manage high school and college student community service and/or internship program

· Ensure volunteers have completed appropriate training and application process (application form, waivers, and background check) prior to starting assignment

· Ensure volunteers adhere to policies and procedures

· Create position descriptions for regular, on-going positions

· Develop and maintain volunteer training manual for joint project

· Maintain volunteer database

· Create and implement needs assessment system and feasibility studies related to volunteerism. Collect data and monitor local, state and national trends regarding volunteerism.

· Consult with management and staff to identify and prioritize volunteer needs

· Record volunteer hours worked and provide quarterly activity report

· Maintain membership in, and regularly attend, NOVAA meetings

Outreach Coordination:

· Market SD & PAL programs and increase public awareness of services offered

· Develop public awareness events

· Create and maintain accurate records of contacts

· Identify partners and sponsors for events

· Represent the organization at community events

· Make presentations to organizations: schools, clubs, day care centers, other nonprofit agencies

Food Drives (Sunshine Division):

· Solicit, promote, identify and schedule drive sites

· Develop promotional materials

· Track donations and issue acknowledgement

Community Outreach and Volunteer Coordinator, continued
Field Trips (Police Activities League):

· Solicit donations for monthly field trip trainings (sports tickets, museums, etc.)

· Create, schedule and plan field trips

· Develop permission slips, track attendance (youth & adults), write after-action reports

· Track donations and issue acknowledgement


Supervisory Responsibilities 

Supervise and coordinate the work of volunteers.

Qualifications  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education And/Or Experience—College degree; previous volunteer coordination and program development experience and/or training; or equivalent combination of education and experience.

Language Skills—Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.  Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

Computer Skills—Has advanced basic computer job skills including logging on to systems, ability to communicate by email, ability to compose documents, enter database information and download forms.

Mathematical Skills—Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  

Reasoning Ability—Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.  Ability to apply common sense understanding to carry our instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Certificates, Licenses, Registrations—N/A
Community Outreach and Volunteer Coordinator, continued
Physical Demands—The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl. The employee must regularly lift and /or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision, peripheral vision and depth perception.

Work Environment—The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Job Title: 
Communications Manager—Temporary 

Reports To: 
Program Manager

Summary

The primary purpose and function of the Communication Manager is to develop consistent print and web-based training, promotional and operational materials and maintain a public relations strategy that works for volunteer recruitment and retention.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

· Create a consistent, clean, compelling system of print and electronic communication with volunteers and police officers —both internal and external to the organizations

· Create cache of templates; training modules, brochures, letters, flyers, signs, press releases, etc.

· Create base scripts for visual media – dvds, interactive cds, videos

· Provide analysis of join project branding and positioning

· Incorporate communication methods and best practices to identify and reach targeted audiences

· Fulfill other tasks central to communications as they arise

Requirements

· Bachelor’s degree preferably in Public Relations, Marketing, Communications or similar discipline, or equivalent combination of educations and experience

· 10 years experience executing communications and public relations projects preferably for a nonprofit organization or other clients

· results driven, self motivated 

· well organized with attention to detail 

· creative

Supervisory Responsibilities                   




This contracted position has no supervisory responsibilities.

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Communications Manager, continued

Experience, Education and/or Training 

· Bachelor’s degree in communications, arts, journalism or associated profession is required, or the equivalent combination of education, training and experience that provides the required knowledge, skills, and abilities

· Require experience working with Senior Executives in private or public enterprises

· Previous experience working with the media is preferred

Language Skills                   




Ability to read, analyze, and interpret the most complex documents, including scientific and technical journals, financial reports and legal documents.  Ability to respond to common and sensitive inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format, as well as using original or innovative techniques or style.  Ability to effectively present information to top management, public groups, and/or boards of directors.  Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors.

Mathematical Skills                   




Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratios, and percent and to draw and interpret bar graphs.  Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability                   




Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Computer Skills                   




Must have specialized computer skills.  Must be adept at using various applications including database, spreadsheet, report writing, project management, graphics, word processing, presentation creation/editing, and communicate by e-mail and use scheduling software.

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Communications Manager, continued
Work Environment 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Contractor may work at own business, or at any of the partner organizations (Portland Police Bureau, Sunshine Division and Police Activities League). Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Technical Assistance for Community Service (TACS)

Portland, Oregon, 503-239-4001

TACS consultants start with the needs of the organization and/or project, analyze the existing capabilities and recommend the consultation needs TACS.  TACS has supported thousands of non-profits since 1977.

TACS is a vital resource for people who believe in the power of nonprofits to transform lives and communities.

GROW

· 
TACS shares vital knowledge, skills, and resources with nonprofit organizations.

CONNECT

· TACS builds nonprofit resources by connecting people to nonprofits and nonprofits to each other.

UNITE

· TACS supports nonprofit organizations to collectively advocate for change.

TACS Consultation Services Include: 

· Building Capacity - Organizational assessment, structure options, merger facilitation, coaching

· Staffing - Key leader coaching, leadership development, supervision skills, volunteer programs, staff retreats, problem solving, capacity building, evaluation

· Strategic Planning - Board retreats, focus groups and information gathering, business plans, community planning processes, funding strategies

· Financial Management - Fiscal system assessment, accounting system design, cost allocating, budgeting, accounting software selection, fiscal policies and procedures

· Board Building - Recruitment and orientation, role clarification, board retreats, board restructuring, evaluation strategies, building board involvement with financial issues and fund raising

· Tools for Diversity - Staff, board, and client diversity, managing in a multi-cultural environment, diversity and cultural competency assessment

· Conflict Resolution - Mediation, problem solving, resolving multi-cultural conflicts

· Resource Development - Fundraising assessment and plans, volunteer recruiting strategies, grant writing, balancing earned and contributed income, social entrepreneurship

· Making Technology Work - Scheduled desktop and network support, technology assessment and planning, database development, website design and development, network design and support, vendor and consultant negotiation. 
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