bumlng ROLE DESCRIPTION
JCCD

Role Title: TEAM LEAD
Team: Admin
Department: Engine Room

Role Summary/Purpose:

We are the paper pushers, the organisers, the framework on which the dreamers, artists, and raw
muscle build Burning Seed. We love transforming chaos into order, and nothing turns us on more
than a slick spread sheet (heheh). The Admin Team Lead is responsible for providing leadership
and strategic direction for the Admin team.

Major team projects for 2017:
e Collating an event operations manual
e Complete transfer to shared folder system
e policies we need — need to write as a team or prod other teams to write (located in
Google docs)
Procure insurance and permit
Need new letterhead — liaise with design team
Write Site Book
Create a production timeline
Create a master Google Calendar
Recruitment: currently recruiting for the following positions:
o Secretary - CRITICAL VACANCY
Site Office Hot Shots
Site Office Superstars
Site Manager Coordinator
Admin 2IC
Admin Team Lead
o Back of House Facilitator
e Design a site office layout in conjunction with Rangers Lead
e Apply for official Burning Man Regional Event status
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Working Relationships:
e Allteams - ensuring documentation is up-to-date, helping to write new documentation as
required
e Engine Room Facilitator

Time/Dates Required:
Year round: 5-10 hours per week (on average)
August-September: 10-12 hours per week
On site: one day before the event starts to one day after the event finishes.
Summit: two days, usually the last weekend of November

Duties/Responsibilities:
e Provide strategic direction and determine key team projects

www.burningseed.com


https://docs.google.com/document/d/1yOo-eV6Q2_NR6rhw0pIrxfkCY49i8V0UGw1P6eH4yKw/edit?usp=sharing
https://drive.google.com/open?id=1KpAAqBNAMV3F8CpwEfZfnQDsctxnQ8hUCVU_z-mOOsk
https://docs.google.com/document/d/1WS_1GWeT6MnFnlOycwmIqY3HreM9PzXoUVtQy61JQ_g/edit?usp=sharing
https://drive.google.com/open?id=0B8mRbr9CwYacOUE3ekxWWVgtUk01dkw2Z1d6ZG9pZ2dRbTFj
https://docs.google.com/a/burningseed.com/spreadsheets/d/115fYXKQu2ucIWKNGlKBvgmzCnDypTPuzQavSbZsRRVc/edit?usp=sharing
https://docs.google.com/document/d/1l8iAIkkYh-PXVCsTfegX0G0xVQseZclrNLs9qZopFMg/edit?usp=sharing
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e Recruit and onboard Admin crew
e Manage and support the Admin Team in the execution of the team’s goals and tasks
e Compile post-event report

Necessary Qualities, Knowledge and Experience:
Attended Burning Seed before

e Familiar with the various Burning Seed teams and their functions

e Desire to serve the burner community

e Access to a computer and the internet

e Able to work collaboratively in a team with integrity and respect

e Strong communication skills, especially in an online environment

e Things can change direction pretty fast, so you’ll need to be flexible and be comfortable
re prioritising your workload

e Comfortable learning and using software

e Self directed learner

e Effective stakeholder management

e Time management - work planning and ability to stick to deadlines

Desirable Qualities, Knowledge and Experience:
e Experience in organizational administration is desired.
e [Experience in a project management is also a big plus
e Experience in event management is helpful, but not necessary

How to Join: Register to join the crew via completing the Crew registration Form found here.
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http://www.burningseed.com/participate/communitycrew/crewing-registration/

