Staff Organization Management Toolkit

Leading a Team Team Communication and Event Planning
Organization Tools

Team Charter, Accountabilit Group Email Account (SPA Account) e Event Planning Guide

and Communication (LinkedIn
Learning Course) Mailing Lists (bConnected/Google Groups) e Campus Meeting &

Event Spaces Directory

Leading Productive Meetings Team Drive
. ' e (Caterers (Zero Waste
(Linkedin Learning Course) Staff organization website updates - Apbroved

Contact Douglas McSkmming
(dmcsk@berkeley.edu) e Healthy Event Guide

Organization By-Laws Template

Spending Sponsored Funds Marketing Everything Else...
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HOW DO YOU WANT TO
GROW TODAY?

A : Contact grow@berkeley.edu

2talt Organization Budget & . .

Staff Organization Budget & e Free flyer and poster designs (Canva) and to be pointed in the

Payment Process . . .
® Free images (Pixabay and Unsplash) right direction.

e Tips for writing marketing emails



https://www.linkedin.com/learning/communication-within-teams/create-a-shared-vision-and-focus-on-objectives?u=42798068
https://www.linkedin.com/learning/communication-within-teams/create-a-shared-vision-and-focus-on-objectives?u=42798068
https://www.linkedin.com/learning/leading-productive-meetings-3
https://drive.google.com/open?id=1rkSmoQ52SxD9o2XkXr_d9So29zWRzk3CLcTXOYme69k
https://calnetweb.berkeley.edu/calnet-departments/special-purpose-accounts-spa
https://bconnected.berkeley.edu/collaboration-services/bconnected-lists
https://bconnected.berkeley.edu/collaboration-services/google/shared-drives-team-drives
https://docs.google.com/document/d/19Hgp7Vxml7GozalxowbVqBu6QHdL1-I9USVih54wjrg/edit#
https://docs.google.com/spreadsheets/d/1IMElQ_fRtw7x100TGWrfE-_FF8jS1nEtfH5ZmmkzwJg/edit#gid=0
https://docs.google.com/spreadsheets/d/1IMElQ_fRtw7x100TGWrfE-_FF8jS1nEtfH5ZmmkzwJg/edit#gid=0
https://facilities.berkeley.edu/operating-units/campus-operations/cal-zero-waste/zero-waste-programs/approved-zero-waste-caterers
https://facilities.berkeley.edu/operating-units/campus-operations/cal-zero-waste/zero-waste-programs/approved-zero-waste-caterers
https://uhs.berkeley.edu/sites/default/files/wellness-healthymeetings.pdf
mailto:grow@berkeley.edu
https://docs.google.com/document/d/1Z3pHLLmVBLR9bcseJ9NFJq364MQ6mTt2jFuUqVdnIM8/edit
https://docs.google.com/document/d/1Z3pHLLmVBLR9bcseJ9NFJq364MQ6mTt2jFuUqVdnIM8/edit
https://www.canva.com/
https://www.canva.com/
https://pixabay.com/
https://unsplash.com/
https://optinmonster.com/9-tips-for-writing-email-marketing-copy-that-converts/

