TASK DESCRIPTION- I-WEEK 2012 VOLUNTEERING
LIVING DEMOCRACY: CITIZEN POWER IN AGLOBAL AGE 

	Time Commitment ( hours/week) 
	Position 
	Description 

	1-2 
	General Volunteer 
	·  Assist Operation and Presentation Assistants
· Help with whatever miscellaneous event-related things that may be needed during i-week events 

	1-2 
	Exhibit Set up & take down 
	· Put together I-Week exhibits, print out signs, attach labels, and physically put up exhibits in the correct areas.
· Put down exhibits 

	At least 1 
	Tabling 
	· Set up and take down tables, 
· Stay at the table and hand out program guides and buttons, 
· Tell people general information about the week (dates, website, and important sessions), and so on.
· Tabling at Farmers Market on a Saturday morning! 

	1-2 
	Poster Hanging 
	· Putting up posters on Campus, Whyte Ave, Faculty of Extension and Campus Saint Jean 

	1-2 
	Classroom Announcement 
	· Ask your professor if you can have 5 minutes of class time to discuss I-Week -- you will have a sheet that will tell you important info to include,
· Give handbills to give out to classmates, 
· Write the website (www.iweek.ualberta.ca) on the board! 

	1-2 
	Concert Usher 
	· Show people to their seats. 


	Time Commitment ( hours/ week) 
	Position 
	Description 

	1-2 
	Thank you cards 
	·  Making Thank you cards

	1-2 
	Merchandise Crew 
	· Sell concert merchandise, make change
·  Be a friendly customer service representative. 

	2+ 
	Office Assistant 
	· Miscellaneous office duties,
· Stuffing envelopes, sending emails,
·  doing data entry,
 Doing miscellaneous projects. 

	2-3 
	Key Note Usher 
	· Help direct people to appropriate seating areas. 

	2-3 
	Key Note Bookseller 
	· Selling books at the beginning of the keynote address 
· Take money, make change
·  be friendly and welcome your customers 

	2-3 
	Concert Table Assistant 
	· Collect money, give change, distribute tickets. 


	Time Commitment(hour/week) 
	Position 
	Description 

	2-3 
	Campus Community Distributer 
	· Distribute program guides and posters to different departments on campus or different local businesses in the area (Garneau and Whyte Ave). 

	3+ 
	Concert tech Assistant 
	· Help with A/V requirements, sound checks, lighting, and wiring. 

	3 
	Workbee Sessions 
	· Art projects
· Thank You cards
· Other Miscellaneous tasks

	3+ 
	Backstage Crew (Concert) 
	· Be on hand for miscellaneous backstage needs. 


	Time Commitment
( hours/ week) 
	Position 
	Description 

	3+ 
	Blogger 
(3 options)

*Training required
	1- Meet with a presenter or sponsor of an I-Week event and give them a short, 15-20 minute interview. Do a short write-up discussing what you talked about, and what time their talk is,

2- Attend an I-Week session, take photos, and report back on the session. Tell us what you learned, important issues that were raised, what was discussed, and what you thought of the session,

3- Report on what's in the news in regards to the theme of I-week (Living Democracy: Citizen Power in a global Age) -- for example, did you hear something interesting on CBC about democratic movements? Share it with us! Make sure that you note your sources, and shed some light on little-known issues! 


	Time Commitment(hour/week) 
	Position 
	Description 

	3+ 
	Operation Assistant 
*Training required
	· Attend specific I-Week sessions and make sure everything runs smoothly,
· Act as an usher 
· Help with classroom set-up, 
· Help with technology needs, 
· Pass out and collect evaluation forms to the presenter and attendees,
· Help the Presentation Assistant with any miscellaneous tasks. 

	3+ 
	Presentation Assistant
*Training required 
	· Attend specific I-Week sessions and introduce the speakers, 
· Before the session, make sure all speakers have water bottles, 
· put up signs to direct people in the hallway to the session, 
· decide how the room should be set up and have Operations Assistants help you move furniture, 
· During the session, track statistics, and give closing remarks (thank the presenter) at the end of the session. 



I-WEEK 2012: JANUARY 30TH- FEBRUARY 4TH, 2012


