Newsletter Distribution Co-ordinator’s Role

The role of the Newsletter Distribution Co-ordinator is not an onerous one:

· Every nine or ten months a roster for volunteers has to be drawn up and distributed and

· Once a month from February to December, the efforts of a band of willing helpers is coordinated to distribute the Gang Gang newsletter or the newsletter and the Canberra Bird Notes journal.  This is currently done on the Tuesday before the first Wednesday of the month but could be done on that Monday or Tuesday.  

The monthly tasks are:

1. Contact two volunteers to check their availability. (5 minutes)

2. Print the Labels.  The file for the labels is currently produced by the Membership Officer and emailed to the Coordinator.  Other arrangements could be made if this is inconvenient. (5 minutes)

3. Enter the label data onto a postcode list. (15 minutes)

4. Put tape onto the newletters or put the newletters and journals into envelopes. The newsletters are delivered to the coordinator’s home, already folded. (30 minutes for newsletters only, 45 minutes for both.)  

5. Attach the labels. (30 minutes for newletters, 45 minutes for both)

6. Collate the direct bundles. (10-20 minutes)

7. Complete the form (5 minutes)

8. Deliver to the Post Office the next day between 9:30 and 12md. This is currently done at the GPO but several venues around Canberra can do it.  (10 minutes at the Post Office)

Steps 4-6 are done with the volunteers who currently arrive at 7.30.  They have finished by 8:30-9:00.

The current Coordinator could fill in for absences in necessary.

