Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Alateen Coordinator
Alternate Needed: No
Time Commitment: 3-4 hrs per month, In-Person commitment
Qualifications: Must be an active AMIAS
Skills: Computer, Mobile Phone & Email

Responsibilities: Must be an active Al-Anon member for 1-2 years and regularly attends meetings and
has a Sponsor. The Alateen coordinator meets periodically with Alateen sponsors, encourages
cooperation between Al-Anon and Alateen meetings, exchanges ideas and suggestions for the growth
and unity of Alateen, guided by the literature available from Al-Anon Family Group Headquarters, Inc.
and by using (Northern California World Service Area) NCWSA's B-17 Alateen Safety Guideline.

Duties:

e Obtain information about Alateen events, and bring them to the attention of as many people as
possible, via Intergroup and other channels.

e Keep (Al-Anon Members in Alateen Service) AMIAS’ informed of (Northern California Alateen

Conference) NoCAC, AMIAS’ (Reconnect & Reimagine) R&R event.

Facilitate Scholarships for NoCAC & R&R attendees.

Attend Intergroup Meetings and provide updates/reports.

Help to find Alateen sponsors.

Communicate with District Alateen Process Person (DAPP) for New AMIAS interest.

Act as local Alateen safety coordinator

Organize annual event(s) for the renewal process for Alateen sponsors.

Work with Special Event Coordinator and other planners to provide Alateen Safety Guidelines, and

provide contacts for AMIAS.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Archivist
Alternate Needed: No
Time Commitment: 1-2 hrs per month, Could be Remote
Qualifications: Good at organization
Skills: Computer, Mobile Phone, Word, Excel, Google Drive
Responsibilities:

The Archivist collects and organizes a permanent file of minutes of Intergroup meetings, annual reports
from officers, committee chairpersons, and special events chairpersons.

Duties:

e Maintains online records in Google Drive of all agendas, minutes, flyers from Intergroup Meetings.

e Maintains online records in Google Drive of all agendas and minutes from Service Board Meetings.

e May also coordinate the storing of archived material from District 20, 21, and 22, as the Districts
may request.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Facilities- Bookstore/Fellowship Host Coordinator

Alternate Needed: No.

Time Commitment: 2 to 2.75 hrs per week, In-Person

Qualifications: Computer, Mobile Phone, Google Doc (or alternative)

Skills: Knowledge of Excel, Word, Email, Square (w/training)

Responsibilities: The Bookstore (aka Literature Distribution Center (LDC)) Coordinator’s primary
responsibility is running the bookstore at ARC. The Coordinator posts and manages volunteer
schedules, trains new volunteers as booksellers-fellowship hosts, and works with other
Intergroup Coordinators as needed.

Duties:

Manage volunteer schedule for bookstore/fellowship staffing.

Recruit & train new bookseller-hosts; review procedures w/ sellers as needed.

Work in the Bookstore/Al-Anon Resource Center (ARC) one two-hour shift per week.
Work with Intergroup Chair, Literature Coordinator, ARC Coordinator, Events
Coordinator and others as needed.

Prepare a very short bi-monthly report for Intergroup. Attending Intergroup meetings is
recommended.

Update Bookseller-host manual as needed.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Facilities - ARC Coordinator

Alternate Needed: No

Time Commitment: mainly as needed appx .5 to 2 hrs per week, In-Person
Qualifications: Computer, Mobile Phone, good communication skills

Skills: Knowledge of Word, Email, Google Docs

Responsibilities: Manages Al-Anon Resource Center (ARC) as a rental space; maintains
literature displays, furnishings, and Intergroup business desk/work area.

Duties:

e Troubleshoot renter/bookseller-host issues, such as securing lockbox & ARC security

e Manage ARC rental/use calendar & liaise with renters re: ARC Use Policies, security,
etc.

e Monitor physical space with weekly ‘spot checks’ of security, furnishings, signs, etc.

e Support & encourage membership and fellowship use of ARC.

e Liaise with Intergroup Chair, Natasha at Campbell Community Center, Spanish NorCal
Intergroup & Literature Coordinator.

e Maintain literature storage & displays with Literature Coordinator.

e Restock supplies, such as printer paper, coffee/tea supplies®, furnishings, etc.

e Prepare a short bi-monthly report for Intergroup. Attending Intergroup meetings is
recommended; update ARC documents in Google Docs as needed.

*Currently, meetings are encouraged to make in-kind donations.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Financial Coordinator

Alternate Needed: No

Time Commitment: About 1.5 hours/week, In-Person

Qualifications: Some knowledge of basic Banking

Skills: Computer, Mobile Phone, Email

Responsibilities: The Financial Coordinator is responsible for preparing checks for Officers to sign,
make deposits on behalf of Intergroup, and support the activities of the Treasurer in the conduct of the
Treasurer's office. Performs the day to day duties of Intergroup as listed below.

Duties:

Pick up and sort mail on a weekly basis.

Conduct on-site mail and processing duties, preferably, when ARC is closed.

Process donations as needed.

Prepare deposits and deposit incoming funds at night drop at the bank or during the day to have
receipts of transactions.

Obtain signatures from the Treasurer/Chairperson/Alt. Chair/Secretary for prepared checks.
Inform other coordinators of mail content (ie, packages of literature received, checks to be signed,
misc. mail received, etc..)

Attend Intergroup meetings and provide reports as needed.

Collect mail addressed to Pink Can and NCWSA and forward it to NCWSA Treasurer at the end of
the month.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Institutions and Alternate Institutions Coordinator

Alternate Needed: Yes

Time Commitment: 5-10 hrs per week, Needs to be a local person
Meetings are in person in Institutions in our Districts

Qualifications:

e Must be able to complete a background check with Santa Clara County Criminal Justice, while
acting as a liaison and communicating with Santa Clara County jails and Intergroup members.
Must also be able to front the cost of the background check and be reimbursed by Intergroup.
Must be an active Al-Anon member for 1-2 years and regularly attends meetings and has a
Sponsor.

e Be familiar with Al-Anon literature -- Newcomer packets, Pamphlets, Daily Readers and other
conference-approved literature.

Skills: Computer, Mobile Phone, Email. Have the ability to communicate the basics of our program
clearly and calmly.

Responsibilities: The Institutions Coordinator collaborates with Districts 20, 21 and 22 to arrange for
and conduct Al-Anon and Alateen meetings in hospitals, jails and other institutional type locations for
families and friends of alcoholics. Currently, the person who holds the position serves in local jails and
prisons subject to the institution’s budget. He/She is guided by Al-Anon Traditions, Concepts of Service
and literature available from Al-Anon Family Group Headquarters, Inc.

Duties:
e Work with NCWSA Institutions Coordinator on ongoing meetings in the Intergroup area.

e Recruit Al-Anon members from Districts 20, 21 & 22 to do service in hospitals, jails and other
institutions.
Assist and guide Al-Anon volunteers/Al-Anon members in the background check process.
Assist and guide Al-Anon members in how to conduct meetings in jails, hospitals and other
institutions.
Liaise with relevant officials at jails, hospitals and other institutions to set meeting schedules.
Communicate meeting schedules and any changes to Al-Anon members and oversee the service
process.
Take and distribute literature at institution meetings.
Attend Intergroup meetings and provide a report and any requests for volunteers needed.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Literature and Alternate Literature Coordinator

Alternate Needed: Yes

Time Commitment: 4-6 hrs per week, In-Person

Qualifications: Computer, Mobile Phone, Word, Excel, Square, Google Drive, Email

Responsibilities: The Literature Coordinator purchases Conference Approved Literature to be stocked
in the bookstore for resale to Al-Anon and Alateen groups and other interested persons. He/She also
inventories literature periodically, maintains records as Intergroup may require, and reports the value of
the inventory at regular Intergroup meetings. The Coordinator refers to the LDC Coordinator Manual for

details.

Duties:

e Purchase of Conference Approved Literature (CAL) for resale in the bookstore.

e Inventory literature annually (physically).

e Manage inventory on a regular basis, including low stock alerts.

e Create/update, maintain and follow the Literature Coordinator’s Manual for various processes like

purchasing, inventory and others.

Supply literature for

o Special events (ie Unity Day, speaker meetings etc.).

o Public Outreach (Institutions etc.)

Attend LDC (Literature Distribution Center) virtual meetings organized by the World Service Office
once a quarter.

Provide CAL reports to Intergroup bi-monthly or as requested.

Accept donations of CAL from meetings and individuals.

Manage CAL Price List

o Update price list as prices change or county/city sales tax changes
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Insurance Coordinator
Alternate: Not needed.

Time Commitment: Can be a remote position

e 3-4 hours in January and February each year, interface with the broker and get the entire list of
meetings (including Spanish language) accurately, then load the COls into the Google Drive folder.

e 1 hour per month to provide Certificate of Insurance (COI) to the individual groups that are
requesting them.

Qualifications: Some dealing with business matters (even insurance paperwork at home!) is helpful.
Skills: Mobile phone, Computer skills including MS Word, Excel, Google Drive and basic Email skills.

Responsibilities:

e Provide COI's to D20, 21 & 22 Al-Anon Groups in need of insurance certificates.

e Review, analyze and make recommendations for the purchase of insurance policies as authorized
by SCV-AFG.

e Submit a budget annually to the budget committee, after requesting information from the broker,
regarding any likely increase.

e Maintain a good working relationship with the client advisor at the insurance broker.

Duties:
e Communicate via email in late January with our Insurance broker and our representative, to obtain

new insurance pricing and notify Intergroup Treasurer and Chair.

e Update the Intergroup Treasurer of the new policy and any payments that are due to ensure no
lapse of coverage.

e Accept the new contract and send a copy to the Chair and Treasurer if they were not CC'd on the
first email. Upload a copy to google drive Insurance folder.

e Receive all applications from individual Al-Anon groups, for Certificates of Insurance (COls),
complete the necessary forms required by the Broker, send the request to the Broker; and when
issued, send an electronic copy to the individual groups.

e Update our account information on the online portal of our insurance provider (NIAC) for any
personnel changes on our end.

e Download the COls into the SCV-AFG Google Drive folder, delete last year’s files, and send out a
group email to all ISRs on the SCV-AFG list-serv as to the location of the COls and its purpose.

e Insurance coverage for Special Events will be referred to NCWSA, but can be provided by
Intergroup for local events.

e Address any questions and/or applications from individual Al-Anon groups for Certificates of
Insurance (COls), get their exact meeting information and if not already in the Google Drive folder
send a request to the Broker for a COI; when issued send an electronic copy to the individual
group’s representative.

e Attend Intergroup meetings whenever possible and report anything new - although, usually there is
very little to report until notice of new COls (February to February coverage per year).

e Get most current list of D20, 21 and 22 meetings from the SCV AFG website and compare against COls
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Newsletter Coordinator

Newsletters are currently not required to be published per our amended By-Laws or by IRS and the
State of California Non-Profit 503 (c ).

Alternate Needed: No

Time Commitment: 3-4 hrs per quarter for a quarterly newsletter, Could be Remote
Qualifications: Computer, MS Word, Email and Google Drive

Skills: Ability to write, edit, organize, and format information

Responsibilities: The Newsletter Editor prepares, publishes, and distributes a newsletter to all Al-Anon
and Alateen Family Groups registered with Intergroup and individual subscribers. The editor is guided
in the content by any available literature supplied by Al-Anon Family Group Headquarters, Inc. and any
policies which may, from time to time, be set by this Intergroup. The editor gets approval from the
Chairperson prior to the publication of the Newsletter.

Duties:

e Seek articles to publish from Al-Anon members of Districts’ 20, 21 & 22 and communicate
deadlines.

e Provide guidance regarding submissions on Al-Anon topics, writing style, and length of article etc.
Clarify that editing due to space constraints, grammar, and appropriate material may be necessary.
Ask under what byline the author wishes to be published.

e Finalize the content of the newsletter which could include articles written by members and
information on events (past or upcoming).

e Include and inform the Chairperson in the preparation of each issue as she/he may want to
contribute an article, or may add input to a planned article.

The Newsletter Coordinator can use own creative approach and here are some ideas/suggestions that
may be helpful:
e The general tone should be upbeat and positive, informational topics predominate, upcoming

events and review of recent ones, keeping in mind that this goes out to the widest audience of Al
Anon in Santa Clara Valley, and controversial topics belong in other, more contained venues.

e A two column format works well: a narrow column on the left for calendar info, spot illustrations, and
contact listings, and a wide column on the right for narrative articles. A short list of upcoming events
is good to include.

The length should be controlled and should include only the most current and interesting material!
A two column format works well: a narrow column on the left for calendar info, spot illustrations, and
contact listings, and a wide column on the right for narrative articles.

e Flyers and notices can be attached at the end of the newsletter “as is,” as they have already been
created. A mention of these could appear in the Newsletter to alert the readers.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Public Outreach and Alternate Public Outreach

Alternate Needed: Yes

Time Commitment: 9 hours per month. In-Person.

Qualifications: Computer and Mobile Phone, Email. At least 1 year of active membership in Al-Anon.

Skills: Ability to communicate clearly to the public, verbally and electronically about the Al-Anon
program.

Responsibilities: The Public Outreach Coordinator is responsible for disseminating the Al-Anon and
Alateen message to the public (who we are, what we do and how to get in touch with us).
Duties:

Coordinate with the external public event organizers (health fairs, mental health professionals,
Schools, Libraries Farmers Market, Mexican consulate etc,).

Host information tables at these events, and recruit volunteers to staff information tables.

Bring Al-Anon literature, signs, table cloths etc. to and from events.

Respond to inquiries from the public about Alanon and Alateen in a timely manner.

Coordinate with Districts. 20, 21 and 22 about local outreach projects.

Attend Intergroup meetings and provide reports and any requests for volunteers that are needed.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Special Events Coordinator

Alternate Needed: No

Time Commitment: 3-5 hours/month, In-Person

Qualifications: Computer and Mobile Phone

Skills: Speak with enthusiasm about Al-Anon and have the ability to bring people together. Nice to
have: Ability to create event flyers.

Responsibilities: The Special Events Coordinator plans, organizes and executes one major fundraiser
per year and other special events to promote Al-Anon unity and fellowship.

Duties:

Recruit a committee and/or support team, and/or event specific volunteers.

Work with committee and/or support team to develop event theme(s).

Schedule and chair planning meetings.

Finalize the event theme and choose the event location. Secure necessary approvals
needed from the Treasurer, Chairperson and relevant parties as needed.

Request deposit $ from Chairperson/Treasurer and insurance certificate from Insurance
Coordinator, if needed.

Print flyers at the ARC for distribution, if needed.

Distribute event flyers via email to Intergroup and SCV-AFG.org website for greater
membership distribution.

Chair the event and collect 7th Tradition monies.

Present a report on the event (# of attendees, interesting/relevant details, amount collected)
to Intergroup within thirty days after the event or the next business meeting, with a copy
given to the Archivist for storage in the archives.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Teleservice - HelpLine — 408-379-1051 and Alternate Teleservice Coordinator

Alternate Needed: Yes

Time Commitment: 1 hr per week, Fully Remote

Qualifications: Mobile Phone, Computer, Email

Skills:

At least 5-7 years in Al-Anon with the ability to communicate clearly, simply and calmly.
Active member of Al-Anon (attends meetings, has a sponsor etc)

Ability to listen with empathy and provide comfort and guidance based on Al-Anon’s 12
Steps and 12 Traditions.

Be familiar with SCV-AFG website, Newcomer meetings, Al-Anon Newcomer packet,
Pamphlets and other literature.

Responsibilities: The Teleservice Coordinator answers inbound calls from the website's Help line,
typically within 24 hours. Each call could last up to 10-20 minutes, providing individuals with guidance
re: how the Al-Anon program works, Al-Anon tools like meetings and literature.

Duties:

Answer phone calls and questions from newcomers, therapists, counselors and others who
leave a message, within 24 hrs of receiving the call. Typically receive 3-4 calls a week.
Actively listen to newcomers and their story and understand why they are seeking help.
Often it helps to just listen and provide a reassuring voice and provides an outlet for help.
Help newcomers find meetings by guiding them through the website's Meeting tab via phone
or laptop, suggesting they print the information, if needed. Advise newcomers to try at least
6 different meetings to find one that's a good fit.

Confirm our number/website is correct for referral calls from schools, therapists, or other
organizations.

Refer Spanish speaking people to the Spanish section on the SCV-AFG website and provide
contact information, as needed.

Attend Intergroup meetings and provide a report and any volunteers that are needed.
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Technology Coordinator
Alternate Needed: No.
Time Commitment: About 1 hr per week, 50% Remote, 50% In-Person
Qualifications: Computer, Mobile Phone, Email
Skills: IT skills would be nice to have.

Responsibilities: The Technology Coordinator oversees all the technology for SCV-AFG -
Computer/Phone/Square/AV Equipment and software for all this technology - ensuring that SCV AFG
has the appropriate and up to date equipment and software for our lite uses. Provides guidance to
Intergroup on necessary software and hardware upgrades and purchases.

Duties:
e Make recommendations to replace faulty and/or out-of-date equipment/software and guides

Intergroup on setting budgets for technology purchases that are upcoming.
Negotiates with vendors, as needed.

Answers phone calls and email questions about technology.

Maintains communication between Chair, Service Board, ISR’s and members.
Attends Intergroup meetings and gives reports as needed
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Santa Clara Valley Al-Anon Family Groups/Intergroup
(SCV-AFG Intergroup)
Coordinator Job Descriptions

Website Coordinator
Alternate Needed: No.
Time Commitment: About 1 hr per week, Can be remote.
Qualifications: Computer, Mobile Phone, Email
Skills: Wordpress skills would be nice to have.

Responsibilities: The Website Coordinator maintains the SCV-AFG website and all content. He/she also
updates meeting information, events and other requests from the Al-Anon community.

Duties:

e Meets all NCWSA and WSO Web Guidelines for website usage, while maintaining member
privacy and anonymity online.
Responds to requests via the SCV-AFG website Google form.
Uploads all approved documents for public posting to the Web site.
Attend Intergroup meetings and provide a report as needed.
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