Project Birthday Committee Roles                                     Updated Mar 2011

All of the roles described are volunteer positions with flexible descriptions and commitments.  All positions are asked to attend quarterly committee meetings and contribute new ideas if possible.

Project Leader:  The Project Leader is responsible for training and support of all committee members. Project Leader will pursue expansion and new opportunities for the growth. Project Leader will also communicate with Hands on Sacramento and coordinate with partners. When needed, the Project Leader will also fill in committee roles and perform any other duties needed to sustain/grow the program.  Commitments is a few hours each week.

Party Leader: Party leaders coordinate with one or more sites to provide  parties. They key responsibility of the party leader is to guide volunteers during a party. This includes providing instructions for decorating, activities, cake and ice cream, clean up, etc. To be successful in this role, individuals should be organized, flexible, and comfortable providing direction to groups of volunteers. Responsibilities may also overlap with those of the party planner. Commitment for this position aries from a few hours a quarter to several hours each month, depending on desired level of involvement

Party Planner: Party planners pick out gifts for birthday children, pick up materials for crafts and activities, and select goodie bags, party supplies, and more. The party planner also coordinates with the Party Leader to arrange for drop off of the materials. All items are gathered from Project Birthday’s storage unit or bought and reimbursed by Project Birthday.  Commitment for this position varies from a few hours a quarter to several hours each month, depending on desired level of involvement. 

Information/Outreach Coordinator:  Communicates with the public (written and/or in-person depending on preferences), recording meeting minutes, PB newsletter (make this available quarterly on PB website), web-page updates, special projects.  Commitment varies from 15 minutes a week to several hours a month.

Fundraising Coordinator: Coordinate Project Birthday fundraising with support from committee members and other volunteers, take lead on fundraising ideas and research, write grant proposals, coordinate birthday party sponsorships. Commitment varies from 15 minutes a week to several hours a month.

Party Activities/Entertainment Coordinator:  Generate and schedule party activities- usually 3-4 per party.  This can be games, craft activities and/or entertainment.  Make sure craft supplies are available by monitoring existing supply usage.  Work closely with Party Planners/Leaders on the birthday theme if there is one.  Commitment for this position varies from a few hours a quarter to several hours each month, depending on desired level of involvement.

Teen Birthday Kits Coordinator: Will create several different themed birthday kits as birthday gifts for the teen birthdays. Will work with party leaders/project leader to determine which teens have birthdays each month and which themed kit the teen desires.  Commitment for this position varies from a few hours a quarter to several hours each month, depending on desired level of involvement.
