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Thrivent Builds Worldwide

Gulf Coast Community 

Team Leader Role


Description

The team leader serves as the primary recruiter and communicator with all team participants, Habitat for Humanity of the Mississippi Gulf Coast (HFHMGC), and the regional Thrivent Financial manager of Lutheran engagement (MLE) for a one week Thrivent Builds Worldwide Gulf Coast Community trip.  The team leader will oversee the preparations and activities listed below.  Team leaders should have strong organizational and relationship building skills.  Construction expertise will be provided by HFHMGC, so this is not a skill needed by the team leader.

Requirements

· Be a Thrivent Financial benefit member
· Complete team leader training requirements

· Have voice mail, email, and internet access

· Have a passion and commitment for Thrivent Builds, Thrivent Financial for Lutherans, and Habitat for Humanity
Benefits

· Team leader trip cost is covered and the team leader’s travel costs are reimbursable up to $600 (contingent on team size and completion of team leader requirements).
· Firsthand experience in leading volunteers to make a difference on the Mississippi Gulf Coast.

· A sense of belonging to a nationwide Thrivent Builds, Thrivent Financial, and Habitat for Humanity community.
Team Leader Checklist 

All documents in italics within the checklist can be found online at: http://www.thriventbuilds.com/resources/topic/tbwgulfcoast.html
PRE-TRIP 
1.  Scheduling your trip (typically 3-6 months before trip)
 FORMCHECKBOX 

Complete Thrivent Builds Worldwide Team Leader Overview training. 
 FORMCHECKBOX 

Complete Team Leader Application (new team leaders only) and Memorandum of Understanding.

 FORMCHECKBOX 

Work with Habitat for Humanity of the Mississippi Gulf Coast to reserve a specific date for your team.
 FORMCHECKBOX 

Receive and review “Welcome Email” from HFHMGC.  This email contains your team code and instructions to confirm your team using the online registration system.  

 FORMCHECKBOX 

Complete the online registration process to confirm your team. Your reservation will only be held for two weeks, so you must go online to confirm your team within two weeks of receiving the Team Leader Welcome email.
 FORMCHECKBOX 

Receive “Confirmation Email” from HFHMGC. Read this email thoroughly and save for further reference. 
 FORMCHECKBOX 

Complete the Thrivent Builds Worldwide Gulf Coast online training. This brief online training provides helpful resources guidelines about the trip planning process.
 FORMCHECKBOX 

Prior to making your travel arrangements, read the Team Leader Expense Reimbursement Instructions to become familiar with which travel expenses are reimbursable for team leaders.

 FORMCHECKBOX 

Review team leader resources on http://www.thriventbuilds.com/resources/topic/tbwgulfcoast.html including the recruitment tools and resources.
2.  Recruitment (3-6 months before trip)
 FORMCHECKBOX 

Recruit participants for week-long Thrivent Builds Worldwide Gulf Coast Community trip.  Groups should be between 8 and 15 participants per team leader.  Participants must be at least 16 years old. 
· The process of selecting a team member is one of the most important factors of a successful Thrivent Builds Worldwide trip.  The Interview Tips document includes tips and sample questions for interviewing potential team members. 
· Distribute online registration materials, including your team code, to trip participants.  All trip participants must register online at least 30 days prior to your trip.  Consider hosting an early team meeting in a location with a computer and have each trip participant register at that time.
· Gather information for the Team Member Verification Log when inviting team members to register for your trip. This information will be needed to verify the team member’s trip price and to ensure that the affiliate receives the $8,000 donation from Thrivent.
* Effective for trip dates starting January 1, 2011, only Thrivent Financial benefit members are eligible for a discounted trip cost. Benefit members are those age 16 or older who have applied for and have been accepted into membership, and own Thrivent Financial for Lutherans insurance or annuities. In previous years, the discounted trip costs were available to Thrivent benefit members AND some associate members who owned mutual funds and Thrivent Life Insurance Company products.

 FORMCHECKBOX 

Discuss travel logistics with trip participants. (Note: Team members will only be picked up from the Gulfport International Airport [code: GPT] before 4:00PM on Mondays.)  It is mandatory that all volunteers are present for orientation at 5pm.  

3.  Finalize your team’s registration information (6 weeks before trip)
 FORMCHECKBOX 

Receive a team leader kit in the mail from HFHMGC. Electronic copies of documents are available on the thriventbuilds.com resources webpage.
 FORMCHECKBOX 

Review team member roster (your team’s unique link is included in confirmation email) to ensure all individual participants have submitted their registration information and payments.  

· Contact participants who have yet to register and pay in full.
· All registrations and payments are due 1 month prior to scheduled trip.
 FORMCHECKBOX 

Submit the completed Team Member Verification Log to HFHMGC.
 FORMCHECKBOX 

Tell the HFHMGC Coordinator which Cultural Activity Option your team wants to do.
4.  Pre-trip meeting with your team members (1 month before trip)
 FORMCHECKBOX 

Arrange pre-trip team meeting with all team members, either meet in person or arrange a conference call.  Address the following topics:
· Team member introductions

· What are individual team members’ expectations for trip? What questions/concerns do they have?
· Discuss travel logistics for arriving in Biloxi/Gulfport area

· Identify volunteers from team:

· Individuals willing to lead daily 5 minute prayer/reflections using the daily themes listed in Gulf Coast Community Journal.
· Licensed drivers who would be willing to be drivers for daily transportation during the trip. See Ground Transportation Information.
· Trip photographer willing to take digital pictures and share with team members after the trip. See Trip Photographer Guide.
· Encourage participants to consider pre-trip and post-trip media outreach using existing news release templates; share with participants that they may be asked to participate in media outreach after the trip.

· Discuss financial topics:

· How much money should team members bring for other expenses?  Additional money is only needed for souvenirs or if the team decides to conduct an activity not included in the weekly schedule.

· Encourage team members to raise or donate additional funds to support HFHMGC
· Remind team members to review the following resources on www.thriventbuilds.com/resources under the Thrivent Builds Worldwide Gulf Coast Community menu or on the affiliate’s website: www.hfhmgc.org 

· Packing list
· An electronic version of the printed journal all team members receive
· Trip Photographer reference guide
· Affiliate dress code and construction policies
· Information about volunteer lodging
· Remember…have a servant’s heart and be flexible!
5.  Get ready to go! (1 week before trip)
 FORMCHECKBOX 

Receive the “One week to go” email from the affiliate. 
· Review the report that includes participant contact info, emergency contact info, allergies, and health problems.  Bring report on trip so you always have access to this information.  (Note: The team leader kit is a helpful tool for organizing your team’s documents!)
· Fill out detailed travel plan form (sent by HFHMGC).
DURING TRIP

 FORMCHECKBOX 

Arrive prior to or with the rest of the team, if possible.

 FORMCHECKBOX 

Ensure all team members arrived, are checked in, and attend orientation at 5PM.

· TBWGCC Host Coordinator will meet with team leaders prior to orientation.
· Make sure drivers have filled out the driver waivers and made copies of their driver’s license.
 FORMCHECKBOX 

Hold team meeting each day, including a 1-hour Monday night team meeting, using the Team Meeting Leader Guide provided.
 FORMCHECKBOX 

Provide leadership to the team should an emergency situation arise (including working with HFHMGC staff as necessary) and to mediate issues among the team members.
 FORMCHECKBOX 

Serve as liaison to HFHMGC construction staff.
 FORMCHECKBOX 

Communicate with HFHMGC if group has any changes to meal or activity plans.
 FORMCHECKBOX 

Assist team members with needs as they arise.
 FORMCHECKBOX 

Give thank you note to each participant.
POST-TRIP

 FORMCHECKBOX 

Send follow up email to team members with any outstanding items from the trip.
 FORMCHECKBOX 

Use the post-trip presentation to share the story of your trip with others and encourage team members to do the same. Share photos, comments and testimonials with HFHMGC staff. See Trip Photographer Guide.
 FORMCHECKBOX 

Submit Team Leader Expense Reimbursement form. 
 FORMCHECKBOX 

Complete the online evaluations sent in the “Welcome Home” email.
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