Help Email Team Member

The Help Email Team is responsible for responding to enquiries to the Alcoholics Anonymous Help Email address on the national A.A. website.  The Help email is used primarily by newcomers seeking help but also by friends and family of drinkers, and current A.A.s seeking information.

The primary role of a Team Member is to arrange a phone contact for the newcomer seeking help with another member of the fellowship, using a database of A.A. members who have volunteered for this service. You are not required to do the 12th step work yourself. You may also direct family and friends to other resources or help A.A. members find meetings. Other enquiries may be forwarded to someone better suited to respond, often the General Service Office (GSO) in Wellington.

You will work in a team, with a prearranged schedule of a week of duty every three to four weeks. Currently we receive about 10 Help Email enquiries each week.

You will receive training from current Team Members, and we have resources online (databases, response templates, guidelines) explaining how best to respond to different kinds of enquiry. 

Help Email Team Members need to write clearly and effectively and have intermediate level skills with the internet and Microsoft Office applications (Outlook, Excel, Word, SharePoint). Skills with Google Maps or similar are also valuable for understanding locations within NZ. Team members must be reliable at undertaking their duty as rostered, and available to respond to incoming mail within 12 hours when on duty. 

The role may suit A.A.s who want to do service but remain somewhat housebound or remote. It offers satisfaction from being the person making that first connection into recovery for the still suffering alcoholic. The role runs from February 2027 until early 2029.




Help Email Team Member Role Description

Purpose: Respond to enquiries to the Alcoholics Anonymous Help Email address on the national A.A. website

Reports to: Help Email Board Liaison

Role length: Two years

Key Responsibilities

· Cooperate with other team members to set up a shared roster and then complete your assigned duty consistently
· Respond to email enquiries to A.A. Typically:
· Arrange phone contact for newcomers seeking help with another member of the fellowship
· Direct people to other resources, including on the A.A. website
· Help A.A. members find meetings
· Forward other enquiries to someone better suited to respond 
· Update GSO SharePoint files for the Help email, such as 12th step service database 
· Train new team members

Skills and Experience

Essential:
· Two years sobriety
· Communication: Write clearly and effectively
· Digital tools: Intermediate level skills with the internet and Microsoft Office applications (Outlook, Excel, Word, SharePoint).
· Reliability: Consistently undertake duty as rostered, without direct supervision
· Availability: When on duty, respond to incoming mails within 12 hours 

Desirable:
· 12th step service experience 
· Skills with Google Maps or similar for understanding locations within NZ
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