Roles and Responsibilities:

Client Contact: 

· Responsible for “thank you” and follow-up group correspondences

· Point of contact external to group, including Mike Behrman

Project Coordinator: The Project Manager keeps us organized and on schedule with the T/TAC project. 
Responsibilities: 

·  Give status report on project for the week
·  Post status report on website
·  Keep an updated calendar on the Project Site
·  Keep an updated task list on the Project Site 
·  Point of contact within the group 
· Secondary client contact
· Ten-minute introduction before all meetings, including status both long and short-term.
Team Mediator: The Team Coordinator assists the Project Manager, but has special responsibility to help keep team interactions running smoothly. 
Responsibilities: 

· Keep the team focused on team vision and norms 

· Secondary point of contact within the team 

· Coordinating non-school related activities 

· Team mediation, as directed in the Team Norms 

· Will take over role of meeting facilitator if is not available

Quality Control (QC): Will help the Webmaster, but has a special responsibility to keep the quality control of the content. 

Responsibilities:

· Ensuring that all material that is to be posted uses the same methodology. 

· After a document has collated by the lead, the QC then verifies that there is no repetition, document is ‘polished,’ and the same format is used throughout the document.

· If problems are found in a document, first contact the author, per QC’s discretion.

Meeting Facilitator: 
The Facilitator keeps our weekly team meetings running smoothly. Responsibilities: 

·  Start meeting on time 
·  Plan agenda; topics and times, meeting place, and meeting time; email to    all at least 24 hours before meeting 
·  Keep the meeting on track and on schedule 
·  Monitor team behavior during the meeting as directed in Team Norms 
·  Call for formal votes when consensus cannot be reached on decisions 
Scribe: 
The Scribe keeps track of what happens in weekly team meetings. Responsibilities:

· Keep minutes of all team meetings 
· Send Meeting minutes to webmaster 
· Work with Project Manager to ensure all tasks are recorded 
Webmasters (1): The Project Site exists to help us keep track of our assignments and deadlines and to provide an archive of our work. The Webmasters maintain the Project Site. 
Responsibilities:

·  Upload pages and documents to the Project Site 
·  Keep links on the Project Site up to date 

·  Keep backups of all Project Site files

·  Monitor documents for "web standards"

·  Collect brief introductions for Documents Page 

Project Lead: Varies by task. 

· Project lead will present their section at all meetings, whether to Mike, Brenda, or group meetings. 

· Project lead will takes notes using white board, projector, and flipchart as long as notes are visible to whole group. 

· They will compile all docs to make a one voice, coherent document and then send document for uploading. 

· Project lead will conduct their section of group meeting.

· They will work with the facilitator to coordinate amount of time needed for work

· They can appoint task leads as they choose.

Task Lead: varies by task. Assigned by project lead. Reports to project lead. The project lead assigns responsibility to task lead. 

