DUSTCOVERY 2019 
TEAM LEAD POSITIONS AND ROLE RESPONSIBILITIES

The Dustcovery 2019 Team Lead positions are as follows:

· Art and Theme Camp Lead(s)
· Bar Lead(s) 
· Communications 
· Decor lead(s)
· Door Lead
· Fire Show Lead
· Fire Safety Lead
· Newbie Reception/Acculturation
· Power Lead
· Rangers Lead
· Signage Lead
· Shuttle Lead
· Sound Stage (1) Lead 
· Sound Stage (2) Lead 
· Storage Locker and Transport Lead
· Volunteer Coordinator(s)

Below are the descriptions of the general responsibilities of each role. These lists are not exhaustive and are here for guidance regarding what the roles entail:

1. Art and theme camps lead(s)/Placement
· Send out application call outs
·  Review applications and select art and camps to be placed at the event
· Create placement map for art and camps
·  Liaise with artists and camps as to questions, regarding space and power requirements, etc
· Liaise with producer(s), and permitting lead re fire permit requirements for art with fire components
2. Bar Lead(s) - Likely 2 bars this year
· Order alcohol and non-alcoholic drinks for 2 bars
· Work with producer(s) to obtain liquor license
· Find volunteer bar servers with SIR
· Manage all bar volunteers on shift
· Buy all supplies needed to run bar (cups, ice, mix, bussing trays, etc.)
· Arrange for pick up and payment of alcohol with a board member
· Create a water station (figure it all out) for each bar
· Monitor drink ticket sellers and cash handling
· Provide hourly counts and cash deposits to producer on shift or associate producer
· Ensure inventory control
· Arrange to return unopened alcohol
· Track and submit expenses within budget
3. Communications 
· Central community facing communications (like Bitf)
· Sending out communications to the community on behalf of production
·  Administering fb group (if any)
· Survival guide/event info
4. Decor lead(s)
·  Use theme as inspiration for décor
· Source and create décor for the space (with volunteers)
· Oversee and lease décor set up on day of event
· Track and submit décor expenses
· Liaise with signage, sound and door as to requirements, and with art placement as to space and layout
· Track and submit expenses within budget
5. Door: 
· Set up ticketing with venue or through GVIAS ticketing supplier/resources
· Organize volunteer groups to check in ticket holders and scan tickets, answer questions (where things are, rules for event, etc)
· Work with producer(s) or GVIAS rep to set up scanning equipment
· Set up and decorate ticketing area on event day, including lighting 
· Track and submit expenses within budget
6. Fire Show:  
· Organize group of performers to do fire show
· Source and purchase fuel and  any materials needed
· Organize materials as needed
· Liaise with producer(s), and permitting lead re fire permit requirements
· Lead a rehearsal on the night of the event
· Attend fire inspection meeting with Fire Safety lead
· Track and submit expenses within budget
7.  Fire Safety: 
· Organize group of trained volunteers for fire tech safety for fire show
· Source and purchase any materials needed
· Liaise with producer(s), and permitting lead re fire permit requirements
· Create fire safety plan (updating the previous year’s)
· Track and submit expenses within budget
8. Newbie Reception/Acculturation:
· Organize acculturation activities/meeting at event
· Source and purchase materials needed
· Liaise with comms and signage as to pre-event messaging/at event signage requirements
· Invite a GVIAS board rep, Ranger, seasoned burners to attend newbie reception and speak for 2 minutes each
· Track and submit expenses within budget
9. Power lead:
· Work with sound stage lead(s), art/theme camp lead(s), decor, door etc to determine power requirements
· Rent power equipment required, and ensure equipment returned
· Organize volunteers for set up and tear down
· Create power map
· Track and submit expenses within budget
10. Rangers:
· Organize rangers on site
· Liaise with producer(s) as to requirements (space, etc)
11. Signage:
·  Use theme as inspiration for signs
· Source and create signs for the space (with volunteers), source signs from GVIAS storage
· Oversee and lead sign set up on day of event
· Liaise with all team leads to collect signage requests
· Track and submit sign expenses within budget
12. Shuttle:
· Liaise with producer(s) as to contract with shuttle service/bus rental
· Source shuttle service/bus rental vendor
· Determine shuttle route and times
· Administer shuttle seat reservations (if any)
· Organize group of volunteers to man the shuttles, announce when shuttle leaving
· Liaise with signage lead and communications lead regarding shuttle schedule
· Track and submit expenses within budget
13. Sound stage (1) lead 
· Work with venue as to power and staging requirements
· Administer DJ applications and selection
· Liaise with decor if decor requested
· Organize volunteers for sound stage set up and tear down
· Organize volunteers to manage sound stage during event (DJs etc)
· Help create power map for AV company and/or power lead
· Track and submit expenses within budget
14. Sound stage (2) lead 
· Work with venue as to power and staging requirements
· Administer DJ applications and selection 
· Liaise with decor if decor requested
· Organize volunteers for sound stage set up and tear down
· Organize volunteers to manage sound stage during event (DJs etc)
· Help create power map for AV company and/or power lead
· Track and submit expenses within budget
15. Storage Locker and Transport:
· Liaise with producer(s), decor, signage, and other leads as to what needed from GVIAS storage and/or other locations
· Truck rental and return
· Organize group of volunteers to load and unload items from GVIAS locker to venue (pre and post event)
16. Volunteer Coordinator(s)
·  Organize and manage volunteer call outs/volunteer survey/volcor
· Liaise with all team leads re use of volcor and how to enter volunteer shifts etc
· Administer general event volunteer groups for set up and tear down
· Check all general volunteers in on event day, distribute them to team leads 
· Organize volunteer food for set up day(s) (book catering, arrange coffee, utensils, plates, cups, etc.)
· Track and submit expenses within budget
