Responsibilities of UMVIM Leadership
Developed by Mission Volunteers Program Area, General Board of Global Ministries,
Jurisdictional and Annual Conference Coordinators
Responsibilities Common to both Jurisdictional and Annual Conference Coordinators

· Maintain and direct the day to day operation of the United Methodist Volunteers In Mission (UMVIM) office of coordination – correspondence via phone, email, snail mail, etc.

· Monitor all receipts and disbursements on a monthly basis as required
· Review quadrennially, Jurisdictional/Annual conference mission statement and identify short and long term goals.

· Cultivate contacts with General Board of Global Ministries (GBGM), agencies in the US and overseas church leaders – encouraging opportunities for volunteers. 

· Develop and publish newsletters and other educational materials with listings of projects and current/future UMVIM information – promoting UMVIM.

· Offer programs and services as speaker to churches and groups, promoting mission participation (UMVIM)

· Assist in the exchange of volunteers across conference and jurisdictional lines.

· Have a thorough working knowledge of UMVIM programs and projects within the jurisdiction/conference and outside these geographical areas.

· Be responsible for the development and maintenance of a home page for the internet featuring UMVIM projects in the jurisdiction/conference including links to UMVIM information pages.

· Utilize and promote GBGM Training Manual for UMVIM Mission Teams providing opportunities for team leader training events.  Train team leaders regarding risk management and the use of the UMVIM/GBGM insurance.

· Promote , encourage and assist/conduct Conference wide UMVIM Training events for new team leaders

· Promote development of national pool of volunteers via GBGM Volunteer Data Form.

· Develop and promote programs or avenues of fund-raising to support the conference/jurisdictional offices of coordination including ADVANCE Special support.

· Promote United Methodist Fellowship of Health Care Volunteers (UMF/HCV), encouraging and supporting health care professionals as they seek projects and placements.

· Promote NOMADS On a Mission, Active in Divine Service (NOMADS) and Global Justice Volunteers (GJV), Individual Volunteers, Primetimers, Umbuntu Explorers and teachUM offering volunteer opportunities for all .
· Promote and assist with implementing UMVIM Awareness Sunday – disseminating available mission materials.  
· Coordinate/ train a speaker’s bureau of UMVIM team leaders and members  for the purpose of making presentations about past mission experiences.
Responsibilities Specific to Annual Conference Coordinators 
· Establish conference UMVIM committee and recruit District leaders.
· Attend annual conference session – to promote and raise awareness of UMVIM opportunities.  
· Attend annual/ semi-annual meetings of UMVIM Conference Coordinators from the jurisdiction.
· Maintain record of any incoming/outgoing UMVIM teams to/from the annual conference and report this annually to the jurisdictional coordinator for inclusion in the annual report to GBGM.

· Respond to inquiries and offers of service from districts, churches, and individuals.  Assist in the placement of such persons and make preliminary contacts if necessary.

· Develop and promote conference-wide sponsored projects.

· Assume other UMVIM duties as they arise.  Flexibility, being the key, of course!    

Responsibilities Specific to Jurisdictional Coordinators
· Serve on Jurisdictional UMVIM Board of Directors or Jurisdictional UMVIM Committee.

· Participate in the activities of the Jurisdiction Administrative Council or Jurisdictional related agencies.

· Hold annual or semi-annual meetings with UMVIM Board of Directors and Annual Conference Coordinators.

· Attend meetings of the Jurisdictional UMVIM coordinators, working closely with the other jurisdictions and Assistant General Secretary, Mission Volunteers, GBGM.

· Relate and maintain relationships to other UMVIM boards, i.e., NOMADS, etc.

· Maintain database or records of volunteers who serve from the Jurisdiction, reporting this information annually to Mission Volunteers, GBGM.
· Serve as a resource person to each Conference Coordinator and conduct training for new UMVIM conference coordinators.

· Work with Annual Conference UMVIM committees in development of their programs, keeping Conference UMVIM Coordinators informed of emerging needs and opportunities.

· Develop and promote annual or semi-annual Jurisdiction-wide UMVIM rallies or celebrations.

· Work with the office of The Advance (GBGM) and the Conference Secretaries of Global Ministries in the promotion and interpretation of this ministry.

· Travel throughout the Jurisdictional and other missional areas in order to encourage the interpretation and development of UMVIM.

· Attend celebrations or Annual UMVIM rallies in other Jurisdictions, budget/time allowing.

· Work with Mission Volunteers, GBGM on identified UMVIM events, i.e. International Conference, Regional Dialogues, Global Gathering, and Quadrennium Training Event.
· Work with the GBGM Coordinator of the Individual Volunteer program to promote, encourage and assist in the training of individuals.

· Participate in the Council of Religious Volunteers Association (note: not all are members)

· Mission Volunteers, GBGM maintains membership and relates information to the Jurisdictional Coordinators.

· Respond to inquiries and offers of service from the conferences, districts, churches, and individuals, referring them to the appropriate Annual Conference UMVIM Coordinators.  Assist in the placement of such person if requested, making preliminary contacts when needed.

· Where particular mission interests exist, research and coordinate projects within an Annual or Central Conference.

· Research and recommend work sites for Jurisdiction wide work teams, developing a yearly Work Project list for jurisdiction-wide distribution.

· Assume other UMVIM duties as they arise.

· Maintain a list of all trained ERT personnel

· Maintain a list of all Authorized Trainers in each conference in the Jurisdiction

· Facilitate the training of churches, conferences, districts in all manners of Disaster Response including trainers for each conference.

· Be in contact with the J-Team members in case of a major disaster somewhere in the Jurisdiction.

Jurisdictions performing services for the General church: 
     NCJ – National Project list     
     SEJ – International Project List, The KNOCK (UMF/HCV magazine), Teams to Africa University
     WJ – Youth and Family lists, destination manuals                                                                                                        
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