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Managing People
Objectives
· Define aspects of a culture of success
· Understand steps to hiring staff and recruiting volunteers

· Understand the role of a manager
Materials

· Copies of the handouts
· Flip chart

· Markers
· Scissors 
Overview (2 hours)
Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (2 minutes)

Key terms (5 minutes)
Women managers (5-10 minutes)

Creating a culture and example, slides 6-7 (5 minutes)

Exercise: What’s our culture of success? (15 minutes)

Hiring staff (2 minutes)

7 steps to hiring staff (5 minutes)

Exercise: Hiring (10 minutes)

Recruiting volunteers, slides 12-14 (10 minutes)

Exercise: Recruiting volunteers (20 minutes)

Managing people (5 minutes)

Addressing issues (5 minutes)

Letting people go (5 minutes)

Good manager = Good team (1 minute)
Conclusion/Questions/Evaluation (15 minutes)
Trainer’s Note:
When introducing this module, keep in mind the following: 

· Encourage participants to be active.

· The course is designed to increase and enhance the knowledge and skills of each participant.

· Keep realistic expectations. This session is an introduction to managing a campaign team or workplace environment. Adjust your expectations depending on the level of experience your participants have with this topic.
· Always consider the experience your participants are bringing to the table. Even where it is not noted in the Trainer Note, feel free to draw on their knowledge and ask them to share their experiences.
Please adapt the PowerPoint presentation, exercises, examples and handouts in advance of your workshop. They have been created for a global audience and need to be adapted to better suit the local context, the background of your participants and their level of experience. In particular you can choose to focus on campaign management or workplace management depending on your audience. Terms, images and examples from the participants’ country or region should be used as much as possible so that they are relevant and contextually appropriate. 

This Trainer's Guide is meant to serve as a companion resource to the associated PowerPoint presentation. The vast majority of the information you will need is included in the notes section of each presentation. Additional instruction on how to facilitate some of the exercises and information that would not fit in the slide notes has been included here. As such, this Guide is not meant to be a stand-alone resource but rather a complement to the presentation.

If this is the first presentation in your workshop, start with participant introductions and ground rules prior to launching into the content of the session. You may also want to start with an icebreaker activity to get participants more acquainted and comfortable with you and each other. You may wish to ask participants to share their expectations for what they will get out of the training workshop. Understanding their expectations will allow you to further tailor your presentations, as possible, and to help relate the objectives of the sessions to the interests of the participants.

Objectives, Topics, Key Terms 

Spend some time giving participants a sense of where you will be heading during the session by explaining the objectives and topics to be discussed. Define key terms together—this will also give you a sense of what the participants already know about the topic. 

Trainer’s Note: Recruiting Volunteers (slide 14)
If volunteering is a new concept you can ask participants what they think of these motivations to volunteer. Have they ever volunteered? Do they know anyone who has? What other motivations might be relevant in this country/context? 

Additional Resources
· Campaigning to Engage and Win (Chapters 2 & 7)

This New Organizing Institute manual aims to provide guiding principles, strategic processes, and program samples to help campaign managers develop the kind of integrated Engagement Campaigns that can succeed.
· Tapping into the Volunteer Resource: Volunteers and Activists
This manual from Democratic GAIN talks about how to recruit volunteers, the importance of matching volunteers’ interests and skills to the jobs that need to be done, and how to schedule volunteers so that their time is put to maximum use.
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