
Time Manager – Your job is to continually monitor your groups progress to 

make sure that the project is completed on time.  In order to help you do your job you might want to consider putting together a brief schedule so you have an idea of where your group should be and when.  It is your responsibility to make sure your group finishes this project on time.  This job requires good time management skills and a calm, but persuasive personality.  Demanding that you group meet the deadline rarely helps, you need to work with the group to see how to get them on time.

Recorder – Your job is to keep running note for your group to refer to.  You 

will also be called on to do the largest amount of typing for the final report.  Do not be confused; your job is not to write the report, but to help type up what the group as a whole comes up with.  For this job you will need to be able to write fast and type well.  This is a lower stress job, but there is a lot of work involved.  If you possess the skills to handle the job, step up to the plate.

Liaison/Facilitator – Your job is to do a little bit of everything.  You will be 

asked to help keep the group focused on the final product, your report.  You will also need to ask questions and bring concerns to the teacher.  Your strongest three skills should be an ability to see the big picture, natural leader, and excellent communicator.  An ability to encourage people will also go along way towards doing this job effectively.  Work carefully with your timekeeper.

Production Coordinator – Your job will be to make sure the project look 

great and that everyone has contributed.  You need a proven track record of turning in great projects and a real artistic sense.  You will be the one who turns this into a masterpiece and not just a good sound report.  If you have the flair this job is for you.

