Volunteer TEAMS 

"Would you like to Volunteer for AH, but can't make it to the store? Do you have specialist skills & talents you want to bring to the table?" Your chance to volunteer outside of store hours is here. 

Info Flyer re Teams: https://gallery.mailchimp.com/acea2dd4a5e0341f71d152e6d/files/0fd3aa06-c378-45a3-a3b8-2eb0e2461aac/volunteer_teams_3.pdf


FULL LIST OF VOLUNTEER TEAMS:
https://drive.google.com/open?id=13nWxajTp5LsqpFY2gOAypsAezYgq5U77
or here:


Here are some Initial actions for each team (can be changed, but a few actions to get moving): https://alfalfahouse.atlassian.net/wiki/spaces/VH/pages/256278541/Volunteer+Teams+Spaces

Priority picks where we need volunteers the most
(for sales & engagement growth particularly) would be:

1) Marketing (need someone with capacity to lead/support Caroline B with this this more full-time, plan ahead marketing campaigns etc.)

2) Partnerships & Networking-get people to schmooze with other local orgs and businesses to see how we can mutually promote one another, get AH's name out in Enmore/Newtown/Inner-West, cross-promote workshops, events etc.

3) Grants & Sustainability:
(i) have a few people planning for and applying for grants of any kind regularly (to subsidise events, to purchase income producing equipment, refitting some areas of store etc)

(ii) have people measuring, quantifying and documenting our sustainability practices to:
     -educate others on how they can be sustainable too
     -promote our strong sustainability credentials in what we sell, how we source our goods, and the sustainable practices of our shop, staff & our members
 
4) Workshops & Events-Support for Georgie in teeing up regular events + people doing promos outside the store each weekend
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AH TEAMS

				ALFALFA HOUSE TEAMS

				Purpose:

				CREATE WELL-DEFINED  VOLUNTEER TEAMS FOR MEMBERS TO:

1) BEST FOCUS THEIR SKILL SETS & INTERESTS  ON;

2) ENSURE MAXIMUM PROGRESS IS MADE ON AS MANY FRONTS AS POSSIBLE; and

3) AVOID UNNECESSARY OVELAPS & DUPLICATION OF VOLUNTEER EFFORT.

























				Team Heads:

				Any member can be a Team Head.

				Team heads are expected to report monthly to MC meetings on their team's progress, and plans for future months. Current Team Heads and Vacancies below.







				Team head roles will be mostly filled by MC members at this stage, but all are open to any member with skills, time and commitment. Members are strongly encouraged to contribute to teams that suit or appeal to them by contacting the email address under each team heading.











				Team Details



				Human Resources		Finance		Sales & Customer Experience		Marketing 		Stock Managment (incl. Buying & Supply Chain)		Legal, Governance, Policy & Membership		Grants, Sustainability & Environmental Management		Volunteers		Workshops & Events		Tech & Confluence		Partnerships and Networking		Change Management, Risk & Strategy 		Asset Management, Art & Trades

				Lisa Kwok countesslisa@yahoo.com.au		Tom Bartels
tom.bartels@hotmail.com 		Declan Schuller
declan.schuller@team.telstra.com		Vacant
marketing@alfalfahouse.org		Ashton Roskill ashton_roskill@mac.com		Bruce Diekman & Lauren Sims brucedman@gmail.com		Cameron Burgess cameronaburgess@gmail.com		Allie Cooke
manager@alfalfahouse.org		Allie Cooke
manager@alfalfahouse.org		Tom Bartels (interim head) tom.bartels@hotmail.com		Vacant
alfalfamc@googlegroups.com		Vacant
alfalfamc@googlegroups.com		Vacant
alfalfamc@googlegroups.com

		Description		Manage all the traditional HR and employment activities.

These functions include, but are not limited to: 
– workforce planning and employment  
– work, health & safety (WHS) working with in-store WHS and Food Safety officers
– performance and development, including training
– employee relations.		Report on our financial health and maintain control over bank accounts. 

Manage profitability and cashflow. The purpose of finance is to tell the business:
a) when something is wrong; and
b) when something is right (and why).
 
The Treasurer is the nominal head of this team.
		Traditional sales functions. 

Manage how the store looks and feels for customers.

Improving signage to take pressures off staff and environment.

Focus on getting more customers through the door & buying our products.

Review store fitout & layout for customer ease.

Use Market research to inform decision making.		Oversee all aspects of marketing and related channels including:
social media, print, eNews (email newsletter), and overall Alfalfa House brand and reputation.

Develop an overall marketing strategy for Alfalfa House. 

With Events Team drive engagement with our brand, including: 

-Marketing tastings and in-store promotions

-Cross-promotions, involving AH in the community through other local businesses & vice versa.

-Organise promotions at festivals & local markets (in longer term).		Manage our buying, relationships with suppliers, stock in the store room, and drive the reduction of stock 'shrinkage'.

Ensure best, freshest produce is on the store floor in peak periods		Ideally the stream head is also the Co-op Secretary. 

Cover our legal, insurance and risk issues. 

Create a lodgement & compliance calendar – i.e. when are all filings due? Including: Insurance, workers comp, Director updates, financials, Fair Trading, etc.

Risk-monitor compliance with legislation and other legal impacts, including WHS and Fair Work Australia.

Manage membership processes – new memberships, renewals, suspensions, cancellations, etc ((management staff  to assist)		Champion sustainability as our prime objective for the Co-op. 

Lead initiatives to reduce our impact on the environment.

Apply and source grants to improve our sustainability credentials – internal: shop, office design; external: workshops, events.  

Community outreach initatives with other like-minded organisations (e.g. Mission Australia, Lentil as Anything, etc.).		Organise volunteer roster & manage volunteer base. 

Help source volunteers for the shop and for other volunteer teams.

Induct volunteers into the Co-op explaining Co-op principles and Alfalfa House  objectives.  

NB The AH Volunteers Co-ordinator (staff member) performs these duties part-time. This Team Head must liaise with the staff member in this role to ensure maximum effectiveness.
		Build and run events & workshops including in-store tastings.

Create an workshop calendar for AH.

Get skilled members of the Co-op to organise and run events and workshops.

Explore future fee-for-service arrangements between AH & external parties – create a database of workshop presenters and topics.

NB The AH Events Co-ordinator (staff member) performs these duties part-time. This Team Head must liaise with the staff member in this role to ensure maximum effectiveness.		Manage & expand AH's technical assets:
– Volunteers (Sling)
– Members
– POS (Point of Sale)
– Website

Enhance the use of Confluence, and link Confluence and the existing AH website.

Investigate alternative POS and ordering systems (or enhance current arrangements).
		Build relationships & partnerships with other people & organisations to help promote the Co-op:

This includes: 
- Sponsors/customers/partners, government, suppliers looking to align marketing into joint events;

- Spaces, other community groups & organisations, state & national bodies, chambers of commerce, venues for outreach, etc. 

Build a centrally co-ordinated database/CRM for the Co-op.		Gather and formulate market research, ideas and data to feed through to the MC and all the other teams.

Drive implementation of new ideas/processes.		This group will be comprised of all willing hands, tradies, hobbyists, gardeners, artists, materials suppliers, etc. who can help the Co-op with its:

- internal and external look, fit-out and physical set-up
- art work in or out of the store
- creating shop/garden equipment
- maintenance 
- repairs (to storage or electrical equipment)





		Key activities		Support and advise managers in managing staff and implementing HR policies and procedures.
 
Engage with employees by advising and assisting in HR matters.

Set and monitor employee KPIs, in conjunction with managers.

Assist with advertising for new staff, job descriptions.		Produce key weekly & mthly financial indicators (Total Sales, Total Purchases, Wages).		Improve the look and feel of the store.		Drive media engagement with our brand.		Improve the management of stock on hand.		Review legal documents being drafted, or redrafted; support any contracting. 		Retain focus on sustainability & apply for grants to support this purpose.
		Volunteer management. 
Use volunteer software (currently Sling) to encourage 'self-service' roster for volunteer shifts and tasks. 		Run workshops and events.		Manage the AH Confluence page & AH Website.		Be ambassadors for Alfalfa House – go to events to meet, learn, and promote Alfalfa House & the Alfalfa House community.		Collaborate with other teams to help solve their issues or guide them in the right direction.		Building new equipment for the store.

Improving/repairing/maintaining existing equipment. 

						Produce key cash flow health indicators: Cash at bank; Total payments due; Total COGS;  Payments due next month; Gross Profit (total sales last month less total expenditure); Total monthly fixed costs.		Front of store promotions.

Branding & promotion of the shop (flyer drops etc.).

 Improve visibility of products (e.g. stickers on store products).

Shop configuration.
		Manage the email newlsetter, website, Instagram and Facebook page/groups etc.

Maintain controls on social media platforms to restrict the number of people who permitted to post to manageable numbers. Always know who is posting.		Negotiate buying contracts with suppliers.

Use bulk purchasing (e.g. Co-ops of Co-ops plan) as an opportunity to lower costs.		Membership:
Process Annual Subscription Fees. 

Report on membership base as legally required. 

Work with legal and social media streams to ensure any necessary comms are communicated.		Be a leader in sustainable practice with the Co-op's: 
– goods for sale
– workshops
– waste practices and resource consumption practices.		Organise new, returning and existing volunteers, and allocate them to the shop, teams, or other projects.		Community engagement to develop future opportunities.		Manage the Point of Sale (POS) and Invoicing system.		Build a centrally co-ordinated database/CRM for the Co-op.		Gather key research that will facilitate the above, commissioned by the MC or other Team Heads.		Creating anything that requires tradie or artistic expertise.

Maintaining garden.

						Manage invoicing and POS systems to keep them up to date, error-free and complete.				Close down unaffiliated social media platforms and others who use our branding without permission.				Handle any legal issues that might arise.		Manage grant monies to ensure they used for requisite purposes.

		Sample KPIs		Employee engagement reviews at least yearly.

Regular reports on number of HR activities performed & incidents addressed.		Gross margin per month.

Wages to sales per month.

Profitability of Co-op (weekly, FN, monthly, forecast).		Sales by product/product line per week/FN/month.

Number of new customers per week.		Number of visitors/likes on AH social media pages per week/FN/month.

Customer engagement surveys.

Ratings in member engagement surveys per month.		Stock turns per month

Shrinkage %, per week/month.

Gross Profit margin per week.		% of on-time monthy filings/ submissions per month.

% of outstanding internal legal docs in progress as at end of month/ Quarter.		Quarterly sustainability ratings from monitoring store performance (e.g. packaging, waste management, ethical suppliers).

Grant funding received per Quarter.		Volunteer hours peformed (in store & teams) per month.

New volunteers trained (monthly).

Volunteer engagement surveys per month/Quarter.		Number of new member sign-ups after events.

Number of quarterly Alfalfa House mentions by workshop facilitators.

Workshop attendee & facilitator engagement surveys.		Number of computer/technical issues & difficulties that needed addressing/ support per month.
		Number of new partnerships per month.

Number of joint events/events cross promoted with Alfalfa per month.		Number of relevant findings based on commissioned research per month.		Number of commissioned projects completed during the month.

Number of broken or broken down pieces of equipment fixed per month.



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































MC Board (incl. Chair, Secretary & Treasurer)

Team

Team

Team

Team




