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FOREWORD BY THE BOARD PRESIDENT

In the last five years, Women At Work has evolved into an organization with strategic thinking as its core philosophy. The organization developed its prior strategic plan in 2005. The focus of the 2005 plan was on implementing innovative “high tech” client services.  Another important focus was to lay the foundation for implementing programs to achieve financial sustainability.  When the 2005 strategic plan was developed, no one would have predicated the ensuing downturn in the economy. With our client base doubling almost overnight and financial resources shrinking, it became clear to the organization that the change we anticipated in 2005 was not the one that ensued.  The Women At Work leadership rose to the challenge and made the tough decisions necessary to maintain our core client services and to preserve the organization. As a result, we made significant strides to meet the needs of our clients, particularly in the area of technology-based work skills. 

This challenging experience has set the stage for the new 2011 – 2013 Strategic Plan.  To better meet the new economic realities, we have developed the plan through an in-depth process involving our many stakeholders, community support networks and clients. In this new plan, we have outlined a financial, governance, administrative and programmatic approach aimed at providing and meeting the evolving needs of our clients.  This new plan will provide our organization with a clear path for meeting the needs of our growing client base in a challenging economic environment.  We hope that the forward thinking contained in this new Strategic Plan will make Women At Work’s founders proud.

Welcome to the Women at Work 2011 – 2013 Strategic Plan!
Pixie Boyden 
President

Women At Work Board of Directors


FOREWORD BY THE EXECUTIVE DIRECTOR

Thirty-two years of perseverance, persistence, patience and progress has brought Women At Work to the development of this new Strategic Plan.

The previous 2005 – 2010 Strategic Plan contained a list of objectives and focus areas.  The Board and the staff, complemented by many volunteers, worked diligently to accomplish the objectives laid out in that plan, most of which were accomplished.  

This new 2011 – 2013 Strategic Plan provides a set of broader objectives and more aspirations for Women At Work to achieve.   This plan is a compilation of countless hours of input and ideas, proposed by Board members, staff, volunteers, community leaders, clients and many others who care about the organization and want its good work to continue.

As we begin to implement this new plan, I know there will be challenges and hurdles ahead.  There is much more to accomplish and many more positive impacts the organization can have on both women and men.  Bettering the lives of many and reaching out to help and assist our clients are the major cornerstones of Women At Work.

My very personal thanks to all who have helped Women At Work grow and sustain itself for these many years and who continue to believe in the mission of the organization.  Most importantly, to the Board, staff, volunteers, clients, community leaders, funders and dedicated committee members who gave their time to layout these ideas for the future, my deep gratitude.

May the good work of Women At Work continue. 
With appreciation,

Robin McCarthy

Executive Director 
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 MISSION AND VALUES STATEMENTS

       Our mission statement explains what our organization does and why it does it.  Our values explain the beliefs, assumptions, and guiding principles of the Board of Directors and Women At Work staff to fulfill our mission.  The mission and values of Women At Work are the foundation of this Strategic Plan and are described as follows.

Our Mission
To help our clients reach their full employment and earnings potential in a supportive environment.

Our Values

· RESPECT – for individual skills, priorities and dreams.

· RESPONSIVE – to jobseekers’ goals, employer needs and workforce trends.

· EMPOWER – to cultivate responsibility, self-determination and motivation.

· INNOVATIVE – to create flexible, client-centered programs and opportunities that promote individual success.

· COMMUNITY – to form effective partnerships with employers and service organizations.

· ADVOCACY – for issues that affect women at work.

· ACCESS – to our services for people of all economic, education and ethnic groups.

I. ORGANIZATION PROFILE AND HISTORY

       Women At Work (WAW) was founded in 1979 by three visionaries:  Betty Ann Jansson, Marge Leighton and Barbara Burke.  The first mission statement of the organization was as follows:  “Women At Work is a career and job resource center with a mission to help women reach their full employment and earnings potential in a supportive environment.”  While the leaders have changed and the organization has grown, the message and meaning of the first mission statement remains relevant and consistent.

       For over 30 years, Women At Work has provided career services to thousands of women and men from all backgrounds, equipping them with the necessary skills and information to effectively compete in the job market. With long-standing employer relations, the center’s resource room offers thousands of job leads. Through individualized career counseling sessions, workshops, and classes, Women At Work empowers the unemployed and under-employed to make smart career choices that will positively impact their lives and ultimately, the community as a whole.  

       The organization began by offering a resource room equipped with job listings and library books on women’s employment as well as holding seminars and workshops on career fields and career planning classes. Today, the resource room and career planning library houses information on current job openings sent in by local businesses and industries.  More importantly, the center provides individualized services to clients that empower them with self-appreciation, self-determination, confidence and capabilities of finding a desired job.  

       The primary function of Women At Work is as a job counseling and resource center. The organization has kept a pulse on evolving times by offering services for women that were not available elsewhere in the community.  Early on, the development of employer forums provided a way for women to network with human resource professionals in a private and safe environment.  Program funding was targeted to help women obtain information on employment opportunities, to start one’s own business, and to compete effectively in the workplace.  The organization continued to evolve in order to meet the demands of a growing technological society.  Paper-based systems of the past began to be replaced with computer information systems; and as the Internet emerged as a significant tool for job search, programs expanded to include computer classes and workshops that would fulfill the need for basic information and training in the technical arena.

       In recent years, Women At Work opened two satellite branches to address the emerging needs of the community.  The provision of career planning services at the La Pintoresca Library in Pasadena and the Arcadia Chamber Office addresses the need for services in areas where English is the second language and/or other barriers prevent clients from accessing services in the Pasadena office 

       Women At Work is committed to the mission and values statements of the organization.  The knowledgeable and experienced staff continues to deliver services to an increasing number of clients, even while working with fewer resources during the current economic downturn.  The organization’s proposed budget in 2010 was $550,727, including five FTE staff and a board of 20 volunteers.  Revenue at WAW was generated from four principal sources: $402,827 came from grants; $20,500 came from in-kind donations, individual donations, memberships and outside contracts; $60,200 was raised from special events; and $26,700 was revenue received from programs provided by the center. While staff diligently cut expenses throughout the year, revenue was $67,000 under projections and in spite of cost savings, WAW had to access its reserves account to support operations.  Moving forward, the organization continues to look for diverse funding streams to stabilize WAW’s financial viability. The organization’s board supports the executive director and staff in the programs offered at the center and is cognizant of their fiduciary responsibility. (See Appendix “A” for a more detailed organizational history).

II. 2005 – 2010 STRATEGIC PLAN SUMMARY 

       The nine strategies in the 2005-2010 strategic plan evolved from several brainstorming sessions, coupled with broad stakeholder input about future service needs for clients and sustainable organizational growth.  The strategies were developed to be high level enough to give the organization the freedom to be flexible throughout the plan’s lifespan and include: Research and Design, Technology, Partnerships and Collaboration, Marketing Women at Work, Client Services, Advocacy, Funding and Resource Development, Administration, and Board Development/Governance.  Each strategy hosted several objectives to be achieved within the plan’s 5-year cycle. To date, over 75% of the objectives have been addressed, completed, or have made significant progress towards completion.  

       Even though the current economic downturn was not foreseeable during the development of the 2005-2010 strategic plan, the majority of the plan’s objectives remain relevant to the current and future needs of the organization’s clients.  Items centered on the core needs of the organization that remain unaddressed will become focal points in future strategic plan cycles. These include Research and Design, Marketing, Advocacy, Funding and Resource Development, and Administration. Of these, the board will identify those that fit most closely to the organization’s current priorities, and will refine the objectives to match desired outcomes.  Appendix “B” contains a detailed summary of the 2005-2010 strategic plan.

III. 2011-2013 STRATEGIC PLANNING PROCESS

       With a new Board president in January 2010, and the need to update the Strategic Plan, the Board determined that the organization was ready to engage in the next phase of strategic planning that would guide the organization through years 2010-2013. With support from Board President Pixie Boyden, and Executive Director Robin McCarthy, Board member Vera Teller took a lead role in the strategic planning process.  The process involved five phases outlined as follows: 

	PHASE 1:
	GET ORGANIZED
	· Make the decision to plan

· Select a Strategic Planning Committee

· Determine if outside help is needed

· Outline a planning process

· Obtain agreement from board and staff to proceed

	PHASE 2:
	TAKE STOCK
	(Past) Gather background information

· Vision, Mission, and Values statement
· Organizational history, profile, and competition

(Present)  Gather current information

· Current programs
· Financial situation
· Board, resources (stakeholders)

(Future)  Identify the organization’s SWOT

· Strengths
· Weaknesses
· Opportunities and 
· Threats (Challenges)

	PHASE 3:
	SET DIRECTION
	Identify and agree on core strategies (3 to 5) for the next 3-5 years and then develop, program goals and objectives, and financial, administrative and governance goals and objectives.

	PHASE 4:
	REFINE AND ADOPT THE PLAN
	Review (with staff and board), revise, and adopt the strategic plan.

	PHASE 5:
	IMPLEMENT THE PLAN
	Implement, monitor, and update the plan.


PHASE 1:  Get Organized

       A  Strategic Planning Committee comprised of six members was convened to coordinate the development of a new strategic plan.  The Committee Chair was Vera Teller, Board member; other committee members included Pixie Boyden, Board President; Marsha Rood, Board Vice-President; Robin McCarthy, Executive Director; Mayra Basteris, Career Counselor; La Quetta Shamblee, Grant-writing Consultant, and Dr. Maria Simpson, Organization Consultant.   

Annual Board Retreat 

       In preparation for the Board’s annual retreat, the first data collection activity, a survey of the Board, was conducted.  From the initial Board survey, four topics emerged which served as the focus areas for the annual retreat; these were (1) Programs; (2) Income and Fundraising; (3) Staffing; and (4) Marketing and Community Awareness. On April 10, 2010, organization consultant, Dr. Maria Simpson, conducted the Board’s annual retreat that included focus groups and a visioning exercise. The annual retreat was attended by 17 of the 20 Board members and all current staff members.  

       The first topic at the Board retreat was a discussion of WAW’s mission statement—why the organization exists, what the organization does, and for whom.  While it was agreed that the Mission Statement might benefit from some editing, it was determined that it should not be fundamentally changed. The focus on women should be maintained even though more men are participating in programs than in the past.  The current Mission Statement is as follows: “Women At Work’s mission is to help our clients reach their full employment and earnings potential in a supportive environment.”

       Four primary topics had been pre-selected and each participant selected the discussion group aligned with their topic of interest. These were Programs; Income and Fundraising; Staffing; Marketing and Community Awareness.   While each of the four discussion groups had a specific topic to explore, the results focused on the following: 1) planning; 2) data collection; 3) alliances; 4) use of current resources including space and technology, and 5) operational issues.   

1. Planning
       The consensus was that specific plans are needed for each aspect of organizational activity under review: Programs, Income and Fundraising, Staffing, and Marketing and Community Awareness. Plans will define goals and steps for reaching them, set priorities for competing resources, support decision-making, define when and how the organization has been successful, and allow the organization to promote that success to raise additional funds and public awareness.

2. Data Collection and Analysis
       Currently, several data bases exist that could provide information regarding all areas of concern, especially programming, but the data are not analyzed or used in decision-making and planning. In particular, the need for data to use in determining the organization’s success, especially in helping clients to find jobs, referred to as “outcome analysis,” was emphasized.

3. Partnerships and Alliances
       Because resources are limited, the suggestion of cultivating partnerships and making alliances with other organizations to achieve a broad range of organizational goals was raised in several discussion groups. This strategy could produce additional space in which to offer workshops, additional sources of financial or in-kind support, or even professional advice and technical support. Plans are needed to determine the most effective partnerships and alliances to develop. 
4. Effective Use of Current Resources
       The feeling was that WAW is doing a good job providing services with limited resources, and that using current resources more efficiently, such as examining staffing patterns in relation to most needed programs, in addition to finding new and supplemental resources, would benefit the organization. The ability to provide necessary programs given the space and technology limits was identified as a topic that should be included in planning.

5. Operational Issues
       The lack of data and planning and repeated questions about infrastructure needs raised questions about the adequacy of current operational processes and practices. It was felt that more formalized business practices might result in better use of resources. In addition, the lack of structured processes may mean that the Board is not fully informed on the organization’s activities because the processes and procedures are not in place to collect and present the information. Clearer processes would also strengthen proposals for grants and alliances as supporting agencies look for strong systems as part of the organization’s ability to use funds wisely.

PHASE 2: Take Stock
       Following the retreat, the Chair and the organization consultant designed a set of six surveys to gather input from clients (new/first-timers, current and former), Board members, WAW staff, and external community stakeholders. The survey instruments were structured to ensure a high level of consistency among the questions and across groups to provide meaningful comparison of viewpoints on the same or similar items. The client surveys were posted at the Survey Monkey™ website, an online response option which was intended to increase access, and subsequently, increase participation.  The Board, Staff and Community Stakeholder Survey questions are contained in Appendix “C.”  All surveys were distributed and completed from July 25, 2010 to August 13, 2010.  

       Two focus groups were also conducted to collect data from fourteen external community stakeholders. The focus groups were important for finding out more about their experience with WAW and about their needs.  Consultants Maria Simpson and Adrienne DeVine conducted focus groups on July 15, 2010 and July 17, 2010, respectively. All results from the information gathering process were summarized and are compiled in separate documents:

· WAW Board Survey – Responses
· WAW Community Stakeholder-Responses
· WAW Management and Staff Survey – Responses
· WAW Summary of Client Surveys – Responses

       In addition to the surveys and focus groups, the Committee reviewed and assessed current and previous WAW programs and services focusing on evaluation of effectiveness, cost, and performance. The Committee also identified and assessed the organization’s financial position, as well as areas such as marketing, real estate and technology.  

       The organization consultant synthesized data obtained from the Board retreat, focus groups and survey questionnaires into an analysis of the organization’s internal strengths and weakness; external opportunities and threats, commonly known as a “SWOT” analysis.  The committee focused on the SWOT analysis of administrative, operational and governance components of WAW, including the identification and assessment of the organization’s programs, financial position, and previous and current strategies that the organization undertook.  

       The completion of information gathering during Phase 2 resulted in sufficient data for the committee to make informed discussions during Phase 3. Emergent themes were identified and a framework was established upon which the committee would prioritize strategies, goals and objectives for the 2010-2013 Strategic Plan.

       Two tables, each summarizing the assessment of Internal Strengths and Weaknesses and External Opportunities and Threats, respectively, are on the pages that follow.
IV. STRENGTHS, WEAKNESSES, OPPORTUNITIES, THREATS
Summary Assessment of Internal Strengths and Weaknesses

	INTERNAL STRENGTHS
	INTERNAL WEAKNESSES

	Organization

· Mission and purpose
· Excellent reputation overall

Administration and Governance

· Strong executive and board leadership and commitment
· Staff is caring and committed; lauded by clients for their effort and encouragement

Programmatic

· Community collaborations and alliances
· Career counseling, employment preparation services; client group activities and support network programs are highly valued by clients.
· Reasonable fees

Finance

· Board minimum gift policy implemented 
· Hired Contract Development Director who will focus on individual giving; this position compliments the part-time Grant Writer. Both are contract employees. 
· 2-3 grant proposals submitted per month 
· Now producing 2-year budget
· Revenue generated via programs and services is coming in over budget for the past two fiscal years.
	Organization

· WAW is not widely recognized in the community. Knowledge in the community about specific programs is unclear. 
· The organization is significantly understaffed and under-funded.

Administration and Governance

· Approximately 1/3 of the Board lack knowledge about various key areas of responsibilities for legal, financial, and personnel policies and procedures. 
· Too much Board focus on micro vs. macro level issues
· Limited communication between Board Finance and Development Committees relative to financial oversight.

Programmatic

· Lack of planning and focus on program goals/priorities 
· Unwillingness to eliminate programs that under perform
· Programs do not address the wide range of needs of a diverse client population 
· Lack of systems and processes to collect and use basic client data.  No outcome data or statistics on success rates to support funding requests.

Finance/Operations

· Critical accounting function is understaffed
· Accounting systems/procedures do not meet management decision information needs.
· Technology and infrastructure do not meet current equipment, program, or facilities needs.
· Heavy reliance on grant funding.


Summary Assessment of External Opportunities and Threats

	EXTERNAL OPPORTUNITIES
	EXTERNAL THREATS

	· Many companies have either cut back or eliminated their training divisions
· More opportunities are available for partnerships with allied organizations
· More people are out of work and need these programs
· More government money is available to fund programs
· Job seekers can serve as WAW volunteers until gainful employment is obtained
· More people want to be entrepreneurs and have their own businesses   


	· Current economic situation is not likely to dramatically change in the next three years 
· Many companies have cut their budgets for charitable giving
· Jobs are not available even with training
· Men are suffering more than women in the current Great Recession
· The name “Women At Work” is a barrier for men and for fund raising

· WAW not responding to culture shift – the “displaced homemaker” is no longer as relevant 


PHASE 3:  Set Direction 

       After the completion of Phase 2 where the committee reviewed the history, present situation, and future opportunities facing WAW, a list of summarized material was presented to the committee. The committee sorted through these issues and reached general agreement on the best direction for the organization. Section VIII, Summary of Core Strategies was developed during this phase of the strategic planning process. The committee agreed upon what the organization intends to accomplish over the next few years, as well as how we envision accomplishing these goals.  

       At the end of Phase 2 several critical issues or choices concerning WAW’s future was identified.  In Phase 3, a list of all summarized material was compiled. The committee addressed each item on the list, consolidated lists of items, and discussed each item on the list.  The items on the list were summarized under the critical issues that were identified formulating the Summary of Core Strategies.  After the list was compiled, then several committee members, individually, fine-tuned the strategies, goals, and objectives into one cohesive document included within the strategic planning document.
PHASE 4: Refine and Adopt the Plan 

       The strategic planning document is edited by Adrianne Devine, the former Board President of Women At Work.  Phase 4 requires that the strategic planning document is sent to the Board to fine-tune the first draft.  This includes a review of the plan and to solicit comments and needed improvements in the plan.  The approved revisions will be made to the plan and then post for the Board’s approval.  

PHASE 5: Implement the Plan 

       The Executive Director, Robin McCarthy will implement the Strategic Plan as approved by the Board, which will include:

a. Updating the approved Strategic Plan Work Plan and annual budget to adjust the Plan to developing external opportunities and threats Keeping focus on the big goals,

b. Attending to changes and transitions, and

c. Continuing to monitor progress.
The Work Plan should be updated annually prior to planning and budgeting for the coming fiscal year.
V.  CORE STRATEGIES

       Women At Work has completed an extensive strategic planning process to set its focus for 2011 – 2014.  Strategies and goals are established in the areas of:
1. Fundraising

2. Facilities & Technology

3. Programs

4. Operations and  Administration 

5. Governance

The strategies are set forth below; a timeline and budget to accomplish these strategies are as contained in Appendix J.   
CORE STRATEGY: FUNDRAISING

Broaden and diversify Women At Work’s fundraising efforts to effectively support client needs and program delivery.

GOAL: Improve Women At Work’s fundraising efforts to support the programs and growth envisioned in this strategic plan.

Objectives:
· Develop general fundraising annual plans, inclusive of all fundraising activities such as appeals, events, and grants. 

· Continue to focus on obtaining grants from our existing funders and seek a minimum of three new grant funders annually. 

· Maintain growth by developing an individual giving program which could include such activities as increasing funds from private donors, augmenting the donor database, creating a  donor stewardship program, implementing programs to thank and recognize donors, creating a giving levels program for donors, and reviewing the annual appeals process.

· Engage a development director to supervise overall fundraising functions and work closely with the Board to implement a successful development program.

· Establish an ongoing evaluation process for all programs including assessing program fees, including all WAW Center fees.

· Develop a business plan for an earned income program that identifies funding sources to grow the program and creates marketable programs for businesses, government, and other nonprofit organizations.

CORE STRATEGY:  FACILITIES AND  TECHNOLOGY

Invest in Women At Work’s infrastructure to support current and future programs.  This includes an emphasis on hardware and software technology, and WAW facilities. 

GOAL: Increase technological operation effectiveness and enhance facility operations.

Objectives:
· Update the long-range technology plan with a focus on both hardware and software.  Hardware includes replacing the server, expanding the number of computers in the lab and the size the lab, purchasing more hardware equipment such as laptops and projectors.  Software includes maintaining monthly website updates and expanding technical workshop offerings.

· Establish and maintain a computerized system to track the number of clients who obtain employment, and implement a library card system to track the number of clients served at WAW.

· Provide adequate and accessible space at the current facility to support on-going programs and review the number of hours the facility is open to adequately service our clients and support our staff and volunteers.

· Develop and implement a facilities master plan to review the current lease, to determine projected space needs, and to explore options for either renegotiating the facilities lease or relocating the central office.

· Establish and maintain a computerized donor history file and increase the personal contacts made with donors.

CORE STRATEGY: PROGRAMS

Evaluate and enhance the programs offered by Women At Work to ensure that clients are receiving up-to-date job services and programs.

GOAL: Enhance services for clients and explore new program options based upon the changing economic environment.
Objectives: 

· Explore options to maximize our services through a job matching process, including increasing the number of job announcements on file from 500 to 700 per week.

· Create a business and marketing plan in collaboration with USC’s Los Angeles Community Impact Program. 

· Implement and maintain an annual program evaluation system and identify needed reconfigurations.

· Develop new program options such as entrepreneurship, small business development, changing careers, and self-employment.

· Evaluate our counseling program and identify ways to enhance it, including creating programs/workshops paths to assist individual clients.

CORE STRATEGY: OPERATIONS & ADMINISTRATION

Improve the administration and operations of Women At Work on staffing issues, office operations, and administrative procedures. 

GOAL: Enhance operational efficiency and effectiveness of WAW.

Objectives:
· Assess the ratio of clients to staff and project increase over the next five years.

· Develop a system to collect fees which would allow people at all income levels to participate; this could include such items as membership packages, a-la-carte services, and walk in services. 

· Expand our volunteer program, which would include recruiting a volunteer to function as the Volunteer Coordinator, increasing the number of volunteers per year from 40 to 50, tracking the number of hours donated by volunteers, assessing current volunteer recruitment, orientation, training program, and expanding the current volunteer appreciation efforts.

· Develop a staffing plan which would include the following objectives: determine staffing needs to meet the Strategic Plan initiatives; determine the overall objectives for staff positions to meet specific objectives for programs; ensure staff needs are meeting grant requirements, and hire a part-time Job Developer and part-time Data Tracker. 

· Create a human resources plan to attract and retain qualified paid staff for support of services and activities.

· Develop and implement a financial fund accounting system to improve the financial management of WAW; the plan would include greater oversight, planning, and execution of funds.

· Improve the marketing of the organization to increase visibility and awareness.  The marketing activities would include evaluating our ability to communicate effectively to clients/customers; evaluating activities to increase our visibility in the community; ensuring timely, accurate, useful information on the WAW website; and considering a marketing strategy to attract more men.

· Explore the option of connecting with placement and temporary service agencies in order to plan future staffing needs.

CORE STRATEGY: GOVERNANCE

Effectively govern the organization and insure capable oversight and administration.

GOAL:  Develop and maintain an effective, active, and informed Board of Directors in order to support the achievement of WAW’s mission.

Objectives:

· Establish a governance committee to ensure Board participation in all aspects of WAW by tracking volunteer hours, developing and maintaining a Board orientation and training program, implementing annual evaluations of all aspects of governance, holding an annual Board retreat, and verifying that all Board members serve on at least one committee each year.
· Enhance Board effectiveness by increasing Board participation in all aspects of fundraising, developing a process to attract and retain Board members, and maintaining a Board of at least 20 per year. 

· Develop and maintain an Advisory Council to augment the Board’s expertise and network  by engaging high profile members of the community, including business, government, and nonprofit leaders.

WORK PLANS FOR CORE STRATEGIES 
APPENDIX “A”: FUNDRAISING WORK PLAN

Objective: We will broaden and diversify our fundraising efforts to effectively support our clients’ needs and program delivery.

Goal: Improve Women At Work’s fundraising efforts to support the programs and growth environed in this strategic plan.

Key Implementation Actions:

	TASKS
	RESPONSIBLE PARTIES
	TIMELINE
	RESOURCES NEEDED 
	LINKED TASKS

	1.  Develop general fundraising annual plans, inclusive of all fundraising activities such as appeals, events and grants.  

   1a. Prepare grant report monthly


	Executive Director Development Director

Grant Writer

Development Committee of the Board
	Annually, every January, 2011, 2012, 2013


	Development Report

Grant Report


	

	2.  Continue to focus on obtaining grants from our existing funders and seek a minimum of three (3) new grant funders per calendar year.

   2a. Communicate at least bi-annually with existing funders.

   2b. Insure all grant relevant documents are prepared and available: e.g., 990, audit.
	Grant Writer

Grant Assistant
	January 2011 Ongoing →
Spring 2011, 2012, 2013

Spring 2011, 2012, 2013
	Grant Records

Donor Perfect
	

	3.  Maintain growth by developing an enhanced individual giving program.

   3a. Create cultivation events.

   3b. Expand individual contact.

   3c. Implement planned giving.

   3d. Upgrade Donorperfect.
	Development Director

with input from Development Committee

Donor Consultant (offsite)
Planned Giving expert


	Begin 2011

Complete 2013

Spring 2011

Spring 2012

Fall 2012
	Continuous updates to Donor Perfect

New version of Donor Perfect or other donor software, purchased
	Upgrade Donorperfect ($8,000 est.)

	4.  Engage a Development Director to supervise overall funding functions.

   4a. Secure capacity building grant for this effort.
	Board 

Executive Director
	Summer 2012

Spring 2012
	Capacity building grant and/or

increased funding

($30,000/ yearly)

Board giving
	

	5.  Establish an on-going evaluation process for all program and center fees.

   5a. Reassess fees annually
	Executive Director 

Staff
	January 2011
	Client data

Library-card system for clients


	Better track clients

Tracking data for library cards

(est. $2500)

	6.  Develop earned income program to support core client services and programs.

   6a.   Prepare a business plan.

   6b. Create standard MOUs.

   6c.Design curriculum.

   6d. Hire instructors.

   6e. Create a marketing plan.

   6f. Determine staffing for this effort.
	Executive Director

Earned Income Task Force
	Begin Spring 2011

Complete all steps by 2013

Curriculum ongoing
	Develop curriculum

Mobile Lab

Qualified Instructors

Advertising

Hire part-time coordinator; expand to full-time

Hire marketing coordinator to direct outreach


	Seek and obtain start–up capital

(est. start-up $75,000 for 2 years)


APPENDIX “B”:   FACILITIES AND TECHNOLOGY WORK PLAN

Objective:  We will invest in our infrastructure to support current and future programs, including an emphasis on hardware and software technologies and our facilities.

Goal:  Increase technological operation effectiveness and enhance facility operations.

Key Implementation Actions:

	TASKS
	RESONSIBLE PARTIES
	TIMELINE
	RESOURCE NEEDED
	LINKED  TASKS

	1.  Update the long-range technology plan with a focus on both hardware and software.

   1a. Launch online registration.

   1b. Upgrade Donorperfect.

    1c. Implement new check-in system to track clients.
	 IT Director

 IT Ad Hoc Committee of the Board
	Fall 2011→
Spring 2011

Summer 2012

Fall 2011


	List of all hardware and software


	

	2.  Establish and maintain a tracking system for the number of clients served and those that obtain employment.  
	IT Director

Job Developer
	Summer 2011
	Software program
	Related grant funding

	3.  Provide adequate and accessible space and facility operating hours.

   3a. Renegotiate lease prior to room configuration.

   3b. Secure funding for space reconfiguration.
	Board of Directors

Executive Director

Staff
	Summer 2012

Summer 2012

Fall 2012
	Funding for expansion
	

	4.  Develop and implement a facilities master plan to better meet current and future needs.                         

   4a. Renegotiate lease.
	Ad Hoc Board Committee

Executive Director
	Spring 2012/2013
	
	

	5.  Establish and maintain a computerized donor history file and increase personal contacts with donors.

   5a. Research funding to update donor software.

   5b. Secure grant funding.
	Development Director

Development Assistant

IT Director
	Fall 2011 → 2012
	Donor Perfect
	Funding to update donor software


APPENDIX “C”:  PROGRAMS WORK PLAN

Objective: We will evaluate and enhance the programs offered by Women At Work to ensure that our clients receive up-to-date job services and programs. 

Goal: Enhance services for clients and explore new program options based upon the changing economic environment.

Key Implementation Actions:

	TASKS
	RESPONSIBLE PARTIES
	TIMELINE
	RESOURCES NEEDED
	LINKED TASKS

	1.  Explore options to maximize our services through a job matching process.

   1a. Explore software options.

   1b. Create more focus on job matching services.

   1c. Expand the role of the Job Developer.

   1d. Increase Job Developer position to full time. 
	IT Director

Job Developer
	Fall 2012

Spring 2012

Fall 2011

Spring 2012
	Employers
	

	2.  Create a business and marketing plan.

   2a. Work with students from USC to create a plan.

   2b. Update the plan annually.
	 Executive Director
	February – May 2011

January 2012, 2013
	Los Angeles Community Impact Students, USC
	

	3.  Implement and maintain an annual program evaluation system to identify any needed adjustments.

     3a. Conduct with the Board a bi-annual SWOT.

     3b. Each January review program numbers for effectiveness.
	Executive Director

Staff

Board of Directors


	Spring 2012

April 2012

January 2012, 2013
	Software program

Client input
	

	4.  Develop new program options such as entrepreneurship, small business development, changing careers and self-employment.
	Counseling Staff

Earned Income Task Force
	Spring 2012
	
	

	5.  Evaluate our counseling program and identify ways to enhance it.

   5a. Quantify data on counseling sessions.

   5b. Capture more program outcomes.

   5c. Couple program with job development efforts.

   5d. Implement steps for additional follow up with clients.  

   5e. Re-examine efforts at satellite office: La Pintoresca Library. 


	Executive Director

Counseling Staff

IT Director

Job Developer

Volunteers


	January 2011


	Data tracking
	


APPENDIX “D”:  OPERATIONS AND ADMINISTRATION
WORK PLAN

Objective: We will continue to improve the administration and operations of Women At Work with respect to staffing, office operations and administrative procedures.

Goal:  Enhance operational effectiveness of Women At Work.
Key Implementation Actions:

	TASKS
	RESPONSIBLE PARTIES
	TIMELINE
	RESOURCE NEEDED
	LINKED TASKS

	1.  Assess client-to-staff ratios and projected increases over the next five years.
	Executive Director

Resource Staff
	Summer 2012
	Tracking Software
	Improve client tracking

	2.  Develop a fee system to ensure access for all income levels to participate in Women At Work programs and services.

    2a. Reassess fees annually.
	Executive Director

Resource Staff
	Fall 2011

January 2012, 2013
	Client Data


	

	3.  Expand our volunteer program.

    3a. Create non-paid Volunteer Director position.

    3b. Increase the role of volunteers, by expanding the task list.

    3c. Actively recruit volunteers.

   3d.  Expand use of outside labor pool: SERS, PathPoint
	Executive Director

Staff

Volunteers
	Spring 2012

Summer 2011

Summer 2011

Spring 2011→
Spring 2011


	Website

Community Outreach
	Advertisements

P.R. Materials



	4.  Develop a staffing plan to implement the Strategic Plan and to meet grant requirements.

    4a. Update the organization chart.

     4b. Update the Personnel Handbook.
	Board of Directors

Executive Director

Personnel Committee of the Board
	Fall 2012

Summer 2011
	Additional Funding

Updated Organization Chart
	Increase staff pay

	5.  Create a human resources plan to attract and retain qualified paid staff to support services and activities.

     5a. Look for capacity building funding for this area.
	Executive Director

Human Resources
	Fall 2012
	Increased funding for staff salaries
	

	6.  Develop and implement an enhanced financial fund accounting system.

   6a. Strengthen communication with the Board Treasurer and accountant.

   6b. Implement fund accounting for all programs and grants.
	Board Treasurer

Board Accountant

Executive Director
	January 2012


	
	Retain new accountant

Elect new treasurer

	7.  Improve marketing of the organization to increase visibility and awareness.

   7a.  Expand Social Networking: 

      Twitter, Facebook

   7b. Annually update website.

   7c. Prepare a concise annual report.

   7d. Expand newsletter emailing to clients.
	Board

Executive Director

Staff

Volunteers
	Spring 2012

Summer 2011

May 2011

August 2011

June 2011


	Volunteer with P.R. experience

Funding
	Website Presence

Press releases

Social networking

	8.  Explore connecting with placement and temporary service agencies to better plan future staffing needs.
	Executive Director
	Summer 2012
	
	


APPENDIX “E”:  GOVERNANCE WORK PLAN

Objective: We will effectively govern the organization and ensure capable oversight and administration.
Goal:  Develop and maintain an effective, active and informed Board of Directors in order to achieve Women At Work’s Mission.

Key Implementation Actions:

	TASKS
	RESPONSIBLE PARTIES
	TIMELINE
	RESOURCES NEEDED
	LINKED  TASKS

	1. Establish a governance committee to ensure Board participation in implementing the Strategic Plan and overseeing all aspects of the organization.   

   1a.  Annually update committee descriptions, rosters 

   1b. Prepare new Board packet for all members.

   1c.  Implement Board protected page on website

   1d. Insure compliance by all Board members on new 501©3 guidelines: conflict of interest, etc.
	Board of Directors

Board of Directors

Governance Committee

IT Staff

Executive Director & Board Treasurer
	March 2011 →
Committee established

January 2011, 2012, 2013

Committees updated

April 2011

Board packet produced

February 2011

Board protected web page 

January 2011, 2012, 2013
	Board Members

New Board Members Packet

Website
	

	2.  Enhance Board effectiveness in all aspects of fundraising, attraction and retention of Board members; maintain the annual Board membership at a minimum of 20 members.   

   2a. Implement cultivation events.

   2b. Strengthen Nominating Committee process

   2c. Conduct annual off-site Board retreat
	Board of Directors

Executive Director


	January 2011 →
Ongoing

March/April 2011

April 2011

March 2011, 2012, 2013
	Board Members

Governance  Committee

Website

Newsletter & other Outreach materials
	

	3.  Develop and maintain an Advisory Council composed of high profile leaders in the business, government, and non-profit communities to complement and augment the Board’s expertise and networks.   

   3a. Create an Advisory Council profile.

   3b. Solicit names from Board.

   3c. Choose members from the Corporate Advisory Council.

   3d. Invite former Board members to participate. 
	Board of Directors

 Corporate Advisory Council

Past Board Members
	Begin Process in 

April 2011→
Ongoing

April 2011

April/May 2011

April/May 2011

April/May 2011


	Community Leaders

Former Clients

Annual Event Sponsors
	


V. APPENDICES

APPENDIX A:  
Chronology of Women At Work’s History

	1974
	Barbara Burke, Marge Leighton, Rosemary Gunn, Karnie Cooper and Betty Ann Jansson meet while volunteering for the Pasadena Area League of Women Voters (LWV).

	1975
	The five women formed a partnership, the Pasadena Urban Research Consultants (PURC), to study urban issues.

	1979
	Barbara Burke, Marge Leighton, and Betty Ann Jansson apply for a 501 (c) (3) non-profit California Corporation, under the name of Women’s Public Policy Research Center (WPPRC), to continue research on women in the labor force.  A non-profit organization was developed with both a corporate board and staff.

	1980
	· The name of the non-profit changed from WPPRC to Women At Work, located on the 2nd floor in the YWCA building in Pasadena.  At the same time the focus of the non-profit organization shifted from research to career services; a resource room consisting of job listings and career planning classes and workshops was developed.  Barbara Burke, Marge Leighton, and Betty Ann Jansson share the work as 3 co-executive directors of the organization.
· Women At Work first newsletter was published.  The newsletter listed programs and services.  The distribution was to clients, community members/leaders, and organizations.
· Women At Work became an early member of national organizations to ensure advocacy and learn best practices with other organizations doing similar work.

	1981
	· A friend raiser event at Caltech was held that introduced the center to the community and honored several women proving to be a very successful exposure for the organization.
· “Business and Industry Membership Program” begins from a grant by the James Irvine foundation.

	1982
	· “Careers in Computers” program was developed.
· “Careers in Public Relations” program was developed.
· The first board fundraising dinner/theatre event was planned.
· The California Community Foundation and Arco foundation gave WAW some of its early grants.

	1983
	· Expansion of physical space at the Pasadena YWCA was initiated and completed.
· Board transition team met to discuss a transition from 3 co-executive directors to 1 executive director.
· Corporate membership program started; precursor to the Corporate Advisory Council.
· Computer classes offered.
· Mixers started (program which combined networking opportunities for the clients with fundraising initiatives for WAW).

	1984
	· “Careers in Telecommunications” program was developed.
· Individual career counseling was started.

	1985
	· Employer Forums begin.
· Corporate Advisory Council was formed.
· October Medal of Excellence Awards luncheons begin honoring outstanding women in business.

	1986
	Women At Work produced the Trade Tech Job Letter geared to educate women about trades and apprenticeship programs.

	1987
	Women At Work provided services to homeless shelter residents through a special grant from “Building a Better Los Angeles”

	1989
	· Drop-in counseling program started for women interested in non-traditional jobs.

	1990
	- Teen pregnancy field trips start. These trips were designed to assist young mothers identify career interests.
- Older mature worker program starts.
- Latina Employee Program began in direct response to the growing Hispanic population in Southern California.

- The organization began to have “Spring Events” to honor individual contributors

	1992
	· Mission statement expanded.
· Women At Work organized a non-traditional job fair with apprentice programs to Burbank High School students.

	1994
	· WAW moves from the Pasadena YWCA to Hill Avenue.
· Computer lab set-up and computer classes expanded.
· Sponsored the first Adelante Mujer Latina career conference with seed money from Carl Perkins Vocational Educational funds.

	1998
	Completed the “Careers in the Transportation Industry” publication

	1999
	Completed the “Careers in Bio-Technology” publication

	2000
	· Sponsored the first Young African American Women’s Conference with seed money from the Carl Perkins Vocational Educational funds
· Began providing financial literacy classes to women with a grant from American Express and Avery Dennison
· Completed the development of pre-apprenticeship curriculum for Pasadena City College.

	2002
	· The annual budget grew to $825,000 per year.
· Completed the “Careers in Information Technology” publication for Pasadena City College.

	2004
	At the Board and staff retreat, the group decided to add ““Values” statements to the mission statement.

	2005
	· Betty Ann Jansson retires as executive director.
· Organizational papers from the first 25 years of the Center were given to the Social Welfare Archives group at the University of Southern California for use.

	2006
	The Adelante Mujer Latina career conference became of spin off program that is now co-sponsored by the Pasadena Youth Center and Pasadena City College.

	2007
	· Robin McCarthy hired as executive director.
· The Young African American Women’s Conference (YAAWC) became a spin off program sponsored by the Pasadena Alumnae Chapter of Delta Sigma Theta Sorority.

	2008
	Women At Work moves from Hill Avenue to Colorado Boulevard.

	2009
	Women At Work celebrates 30 year anniversary.

	2010
	Women At Work begins development of future plans for organizational sustainability. 


APPENDIX B:  2005 – 2010 Strategic Plan Analysis

	Strategy
	Was it effective?
	Consider for the future?  Why/why not?

	Research-Based Program Design: Enhance existing programs and design new programs based upon community needs assessments to respond to Southern California changing labor market and demographics.
	A focus group was conducted in June 2009 but nothing was done with the information.
WAW uses the Corporate Advisory Council but no research based program exists.
	The strategy is a good idea but needs to be rewritten.  The idea of "research" is beyond the scope at WAW at this time.  We must keep track of labor markets, etc.  Trend issues are being addressed on an as-needed basis.   

	Technology:  Strengthen and develop program offerings for clients via technology, and improve tools available to staff for delivering service to clients.
	Due to a major focus on technology, this area has made great strides. The technology classes offered at WAW generate net revenue. It is an effective program.
	We might want to look at a strategy to strengthen the programs offered at WAW; how can we generate more revenue?  This will be considered for a future strategy.  An idea that is being discussed is the WAW Academy.

	Partnerships and Collaboration: Coordinate services with programs and companies in our area.
	We have partnered with Kaiser and Mother's Club and the Center for Nonprofit Management for technology programs.  It was successful as there is net revenue and the programs were rated with a "STAR."
	This strategy should be considered for the future as both a revenue making and community involvement strengths. This strategy should be considered for the future.

When establishing partnerships, have a set budget (per project) to determine how much revenue needs to be generated in order to cover our costs for providing services.

	Marketing Women At Work:  Determine effective strategies and implement a marketing program for WAW, customizing strategies to match each kind of media outlet and organization targeted for outreach.
	The current marketing strategy at WAW includes Publications: new publications, fresh look to old publications, Constant Contact, Internet; Facebook, LinkedIn, Twitter, Star News 
Community Outreach: Staff distributes marketing materials at various locations in Pasadena. Staff and volunteers participate in community events e.g., job fairs, panels, etc.  WAW advertises classes being taught.
	WAW needs to consider marketing for a future strategy.  This will be achieved through the Los Angeles Community Impact (LACI) program sponsored by USC, using student help and will occur in spring 2011.  The students will prepare a marketing plan.

	Advocacy: Develop an explicit policy to guide Women At Work's advocacy activities, including direction for the appropriate role of staff.
	There is no formal advocacy guide for WAW.  We do support various organizations that we partner with in Pasadena.  Our by-laws do contain information on advocacy.
	Advocacy program for WAW is a by request/response basis.  This is a low priority due to staff constraints. Board help could be enlisted more strongly here. 

	Client Services:  Deliver services that address the diversity of the Southern California workforce, remaining mindful of the need for women to earn self-sufficiency incomes and to develop career ladders.
	While WAW addresses work needs for the clients there are no classes that address career ladders per se or case management.  But we do have transition programs such as "45+ and Job Hunting."  
	Diversity is always addressed in all programs offered at WAW.  Job search is fundamental rather than job advancement for WAW.  This strategy must be considered for the next 3 - 5 years and is reflected in client survey data.  More focus must be placed on job matching and placement.

	Funding and Other Funding Resource Development:  Advance the resources available to pursue the Women At Work's mission
	Funding has been addressed at WAW and will be considered for a future strategy.
	Funding and funding management needs to be addressed as a strategy for WAW.  This is a primary strategy for the next 3 - 5 years.

	Administration:  Continuously improve the effectiveness and efficiency of Women At Work's operation.
	This strategy addressed human resource issues for the staff in terms of pay equity and employee career development. Also, this included facilities for support of WAW.  WAW’s facilities were addressed by entering into a five-year lease for new facilities. The HR / career development issues remain to be addressed.  
	Addressing staff needs / career development is under discussion as a strategy for the next 3 - 5 years.

	Board Development and Governance:  Continuously improve Board effectiveness and efficiency in advancing the mission of WAW.
	One of the strengths at WAW is Board experience and involvement.  The board is engaged at WAW.
	This should be implemented as specific strategies. 


APPENDIX C:  Board, Staff and Community Stakeholder Survey Questions

A. Board Survey Questions 

Governance Questions: 

1. Is our board knowledgeable and equipped to perform their roles and responsibilities effectively?

2. What discussions still need to happen regarding board development?  How and when do these discussions need to happen?

3. Do we have resources in place to build and support a strong, effective board?

4. What are the emerging themes/priorities regarding the board?

Additionally, individual assessments addressed each board member’s perceptions about their own:
· Fundraising to ensure adequate resources
· Community ambassador role
· Volunteer recruitment
· Understanding of responsibilities
· Agency knowledge
· Preparation for meetings, honoring of commitments
· Fulfillment of responsibilities
· Colleagues fulfillment of responsibilities

Financial Questions:

1. Are our operations financially viable, and how can we ensure the long-term financial stability of our organization?

2. What discussions still need to happen regarding our finances?  How and when will those discussions happen?

3. Do we have effective financial management systems in place to use our resources effectively, monitor our finances, and ensure accountability?

4. What are the emerging themes/priorities regarding our financial capacity?
Summary of Programs and Services Assessment by Client groups (former and new)

 Former and new client surveys were reviewed and summarized. On the basis of these surveys, most clients learn about Women At Work through friends, relatives or employers.  A sizeable number are former clients.  Overall, clients convey that the mission is aligned with programs and services.  The majority have a positive impression and experience with the agency and view fees as reasonable. Additional staffing, longer workshops and evening hours were some of the recommendations.

Across all client groups, finding employment is the number one reason for their coming to Women At Work, which is in sync with the top four programs and services were ranked as priorities. Individual Career Counseling was ranked as the number one priority by all clients, followed by Job Listings, Resume Critique Workshops and Computer Classes.  

B.  Staff Survey Questions 

1. Is staffing adequate to support current programs and activities planned for the near future? 

2. What discussions still need to happen to fully address and/or resolve staff concerns;  To build an organization culture that thrives on teamwork and effective communication; How and when do these discussions need to happen?

3. Do we have resources in place to build a stronger team and more effective communication?

4. What are the emerging themes/priorities regarding staff?

C.  Community Stakeholders Survey Questions

1. Are you or do you represent a:

Donor

Funder

Volunteer 

In-kind contributor 

Community leader

Organizational client

2. How did you first hear about WAW? Please check just one.

Friend/Relative

Newsletter/email 

Personal Counselor

Internet or WAW website

Used WAW center in the past

Social Service Agency

3. How long have you been associated with WAW?

Less than 6 months?

6months to a year

1-2 years

Longer than 2 years

4. Please indicate whether you have contributed to either the general mission and overall programs of WAW or whether you supported a specific program. Please check all that apply.

a.  Supported general mission and programming

b.  Supported specific program or need

5. If you checked “b” above, supported specific program, please indicate which program was supported. Please check all that apply.

Individual career counseling

Use of computers/provided technology support or equipment

Resume critique workshop

Job seekers Assistance Group

Computer classes

Resource books

Job listings (resource notebooks and/or computer database)

Employer Forum(s)

Client Networking (evening)

Other workshops (such as 45+ or job hunting)

Other (please specify)

6. From your perspective, please tell us how well you think WAW is known in the community.

Very well known

Somewhat well known

Not well known

Don’t know

7. From your perspective, please tell us how well regarded you think WAW is in the community.

Very well regarded and respected

Somewhat well regarded and respected

Not well regarded and respected

Don’t know

8. If you have purchased services from WAW, how did the fee compare with fees for similar services provided by other groups? It was:

High

Fair

Low

Don’t know

Have not purchased services

9. If you have purchased program services from WAW, do you think the program presented was:

High quality and useful

Good quality and useful

Not as high quality as expected and, therefore, less useful than had been hoped.

Disappointing; did not meet our expectations

Did not purchase services

Additional comments were solicited by these questions:

1. The mission statement of WAW is “To help women reach their full employment and earnings potential in a supportive environment.” How well do you think WAW succeeds at meeting its mission?

2. Based on what you know about WAW, what do you think are its strengths about PEOPLE? What does it do well? 

3. Based on what you know about WAW, what do you think are its strengths about PROGRAMS AND SERVICES? What does it do well? 

4. Based on what you know about WAW, what do you think are its strengths about INFORMATION?  What does it do well?

5. What do you think could be improved about the PEOPLE? What can WAW do better?

6. What do you think could be improved about PROGRAMS AND SERVICES? What can WAW do better?

7. What do you think could be improved about INFORMATION? What can WAW do better?

8. What do you think is happening in the community or in the economy (or in other areas) that WAW could take advantage of to improve services or programs?

9. What do you think is happening that could have a negative impact on the work WAW does? 
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