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Thrivent Builds Worldwide El Salvador Community 

Team Leader Role


Description

The team leader serves as the primary recruiter, communicator, and facilitator with all team participants, Thrivent Builds Worldwide staff, Habitat for Humanity El Salvador (HFHES), and the Thrivent Financial Manager of Lutheran Engagement (MLE) for a nine-day Thrivent Builds Worldwide El Salvador Community trip.  The team leader will oversee the preparations and activities listed below.  Construction expertise will be provided by HFHES, as this is not a skill needed by the team leader.



Task Checklist 
PRE-TRIP
4 months before trip

· Work with Thrivent Builds Worldwide staff to set date for trip and begin confirmation process.
· Read all materials sent by Thrivent Builds Worldwide staff and follow online registration directions.
· Set up trip parameters for flights (i.e., date and location).

· Recruit and interview participants for 10-day Thrivent Builds Worldwide El Salvador Community trip.  
· Spanish speakers:  Every team MUST have at least one translator for every seven people on the team. The team leader has the responsibility of recruiting a translator for the team.  To make sure that the Spanish skills of the translator(s) for the group will be good enough for the work on site, the Thrivent Builds Worldwide staff and the team leader will arrange a small “test” conversation between the translator(s) and the Thrivent Builds Worldwide Host Coordinator in El Salvador via email or on the phone.  (Note: If the team leader is not able to recruit a team member(s) who speaks Spanish at a conversational level to serve as the team's translator(s), the leader should get in touch with the Thrivent Builds Worldwide Host Coordinator about this issue at least one month before the trip.)
· Optimal group size is 10-15 people including the team leader.  If recruiting youth, must comply with Habitat for Humanity’s Minor Policy.
· Websites that are helpful for recruiting include:
· www.thriventbuilds.com – General Thrivent Builds website that includes overview of weekly schedule and pictures of accommodations

· www.thriventbuilds.com/resources – Thrivent Builds website that includes tools for Thrivent Builds Worldwide trips, including helpful pre-trip and post-trip tools for El Salvador
· www.habitatelsalvador.org.sv – HFHES website

· http://habitates.blogspot.com/ – HFHES blog
3 months before trip

(
Review contents in team leader kit.

· Participate in Thrivent Builds Worldwide El Salvador Community training. 
· Distribute online registration materials, including your event code, to trip participants.  All trip participants must register online.  Consider hosting an early team meeting in a location with a computer and have each trip participant register online at that time.
· Provide guidance to trip participants on fund-raising for trip.
· Discuss travel logistics, including evening and weekend cultural activity options.

2 months before trip

· Verify membership status of all participants and mail/fax in Team Member Verification Log to designated person.

· Decide on evening and weekend cultural activities and email a completed Cultural Activity Options form to Thrivent Builds Worldwide Host Coordinator.

· Gather copies of travel itineraries for each team member and bio information for the Travel Logistics and Bios form.
6 weeks before trip

· Review team roster provided by Thrivent Builds Worldwide staff to ensure all individual participants have submitted their registration and payments.  Contact participants who have yet to register and pay.  All fees are due 45 days prior to trip departure.  Ensure those on your trip who are not Thrivent members have paid the nonmember fee.

· Remind trip participants to send a copy of their passport photo page to you.

· Complete the Travel Logistics and Bios form and email it to the Thrivent Builds Worldwide staff and Thrivent Builds Worldwide Host Coordinator.  Feel free to share bio information and photos for each participant for team building purposes.
4 weeks before trip
· Arrange pre-trip team meeting (in person or over phone) with all team members.  Follow agenda in Team Meeting Leader’s Guide.
2 weeks before trip
(
Review the report that comes from your Thrivent Builds Worldwide staff that includes participant contact info, emergency contact info, allergies, and health problems.  Re-confirm the team roster.

· Ensure you have copies of the passport photo page from each of your trip participants.

· Assemble crisis management packet. 
DURING TRIP
(
Arrive prior to or with the rest of the team.
(
Ensure all team members arrive and are accounted for.
· Hold team meeting each day, using the Team Meeting Leader’s Guide provided.
· Carry crisis packet throughout trip.
· Provide overall leadership to the team:

· Manage emergency situations (including working with HFHES staff )
· Pay attention to team dynamics and mediate issues
· Manage team expectations
· Ensure team members are engaged in meaningful work before team leader gets involved in building/worksite tasks

· Serve as liaison to HFHES staff and partner families.
(
Communicate with HFHES if group has any questions.
(
Assist team members with needs as they arise.
(
Remind team members that they need to complete the online evaluation within 5 days of receiving it.
(
Give thank you note to each participant.
POST-TRIP
· Schedule follow up call with Thrivent Builds Worldwide staff to discuss overall trip experience.
· Manage post-trip communications with team members, Thrivent Builds Worldwide staff, and/or Thrivent Builds Worldwide Host Coordinator (e.g., recruiting future team leaders, trip evaluation, team members contacting FRs, etc.).
· Work with your team to conduct post-trip media outreach; be available as team spokesperson or suggest a person from your team to serve in this role.
· Use the post-trip presentation to share the story of your trip with others and encourage team members to do the same.
(
Complete the online evaluation within 5 days of receiving it and send reminder email to team members to do the same.
· Complete Team Leader Travel Reimbursement Form and submit it to Thrivent Builds Worldwide.
Benefits


Firsthand experience in leading volunteers to make a difference in El Salvador.


A sense of belonging to an international Thrivent Builds, Thrivent Financial, and Habitat for Humanity community.


Have your trip expenses covered.








Requirements


Be a Thrivent Financial benefit member who owns Thrivent Financial for Lutherans insurance or annuities


Previous international experience as a volunteer, preferably in Latin America


Be a trained team leader (work with Thrivent Builds Worldwide staff toward this)


Attitude of service to families and HFHES


Abide by all Habitat for Humanity policies, including the Gift Giving and Privacy policies


Have voice mail, e-mail, and internet access


Be at least 24 years old


Willingness to be an ambassador for Thrivent Builds, Thrivent Financial for Lutherans, and Habitat for Humanity


Possess skills, abilities, and experience to be a competent leader, including organizational, relationship building, communication, and cultural and religious sensitivity skills
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