TEAM CAPTAIN
Team Captains are the primary link to homeowners and have the responsibility of assuring homeowner satisfaction.  They need the people skills to deal with sometimes uncertain and skeptical elderly homeowners.  The Team Captain is responsible for recruiting, organizing, and informing volunteers.

RESPONSIBILITIES
Planning and Preparation

· Attend two mandatory Team Meetings

· Visit work site several times prior to Work Day to plan and organize the project.  The first visit must include the Area Director assigned to your project.

· Communicate with the homeowners concerning their priority of needs. Inform the homeowner of what repairs the team can and can not accomplish.

· Assist Skilled Captain in planning and coordinating the Scope of Work and Materials List for Work Day. 

· Recruit sufficient skilled and unskilled volunteers to complete the work.

· Appoint an Ambassador to assist the homeowner, a Clean-up Captain to ensure proper waste disposal, and a Runner to obtain supplies on Work Day.

· Schedule and organize a sufficient number of team volunteers, allowing for “no-shows”.

· Make arrangements for volunteers to bring the tools necessary to complete the repairs.

· Arrange for food and drinks to be available on Work Day.

· Inform volunteers about the homeowner, the work site, and the logistical plans.  

· Prepare proper paperwork for the RT office.

· Make final call to homeowner to confirm plans. 

Work Day
· Communicate with the homeowner, Area Director and Skilled Captain throughout the day concerning the progress of the work and any unexpected problems. 

· Introduce volunteers to the homeowner. 

· Supervise and manage volunteers.

· Be sure area is cleaned up thoroughly.

Follow-Up
· Ensure the completion of any repairs not finished on Work Day. 

· Complete and return proper paperwork to RT office.

· Inform the RT office of donated items and the number of volunteer hours spent on the house.
· Complete the Team Captain Evaluation form and return it to the RT office.

