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Standard Work – Super Admin
Super Admin – Description of responsibilities: 
The responsibilities of a Super Admin with Little Angels Charities (LAC) include but are not limited to:
1. To oversee, guide and assist admins, guests & DJ’s
2. To volunteer for Super Shifts and supervise auctions during events
a. If for any reason you will late or cannot cover your Super shift you must contact the Director of Admins - Christine (tlkngrl) as soon as possible but not later than 30 minutes in advance.  If Christine is not available contact Doug (Dougie127) or Dani (PervinAngel/Dani PNN (pal-editor)).  
b. Show up 10 minutes prior to your assigned shift and undot yourself.
i. Contact the prior shifts Super Admin to learn of any changes or carry over problems/issues.
ii. Contact your admins for the shift.  If an admin doesn’t show up for his/her shift it is the Super Admins responsibility to find a replacement.
c. Assign admin duties and make sure all the admins have all the materials they need (tracking sheets, overlays, FAQ sheets etc)
i. DJ liaison 
ii. 2 that will document bids
iii. Assign one of the bid documenters to push the auction item
d. At the start of your shift to announce in admin whisper the description of the auction item/opening bid/the admins that are assigned and what they will be doing during the auction
e. Super Admins are responsible for filling out the Super Admin Shift Summary form and emailing the form at the end of their shift to auction@littleangelscharities.org.  
i. Please be sure to fill in your comments on the summary of the shift.  These notes are used to assist Don with the Final Mix at the end of the event.
f. Make sure that there is active communication between all admins to get the information you need to contact the winning bidder
g. Super Admins are to help the winning bidder through the donation process and to obtain their mailing/shipping address when applicable.  If a guest wins a Paltalk nic we need to know if they will be using the nic for themselves; if not we need the complete nic of the person it is being gifted to.  
i. The winners of auction items need to be advised that it will be 4-6 weeks for mailing/shipping.
ii. The winners of Paltalk nics are to be advised it could take up to 2 weeks for activation.
iii. If an auction item is being gifted back to the charity for re-auction please make sure to put that in the comments section of the Super Admin Shift Summary report.
**Please note that the Director of Operations – Dani (PervinAngel/Dani PNN (Pal-Editor)) will be contacting the winning bidders to verify mailing, gifts and redonations – please advise the winner that they will be contacted by her before the end of the event.
h. Super Admins are to be available during their shift to any and all admins for questions/problems - do not be in DND
i. All admins/Super Admins must be able to communicate during LAC events.  There will be no blocking of other admins during events.  
ii. All admins should open up their pal lists during events for guest questions
i. Super admin to start the auction at ¼ past the hour and to call the auction 90 minutes later  (also let the liaison know)
j. Communicate to the next Super Admin any issues or ongoing problems.
Chain of Command:  If the Super Admin cannot resolve an issue; it will be brought to the Director of Admins – Christine (tlkngrl).  In the event that the Director of Admins cannot resolve the issue it will be brought to the Operations Director – Dani (PervinAngel/Dani-PNN (Pal-Editor)).  In the event that the issue cannot be resolved it will be brought by the Operations Director to the CEO/President – Don Mertig.  When there is a resolution, the issue will be handed back down the chain of command.  At no time will this chain of command be interrupted or bypassed.  Doing so is a direct violation of the By-Laws and will not be permitted.  
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