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 Discuss the tools to facilitate and coordinate 
the work of volunteers and paid staff toward 
the attainment of organizational goals. 



 Describe at least two essential components 
of the volunteer program to facilitate and 
coordinate the work of volunteers and assess 
the effectiveness of enlisting voluntary 
assistance. 

 Discuss the core volunteer program functions 
to maximize performance opportunities 
towards the attainment of organizational 
goals. 



 The desire to help people through donating 
time to a worthwhile cause is a powerful 
motivation for most volunteers. 

 Volunteer opportunities may be part of an 
organization that also has paid staff, or it 
may consist of a group/organization staffed 
entirely by volunteers. 



 The agency/group must determine its 
reasons for enlisting voluntary assistance 

 How the agency/group plans to involve and 
integrate individual volunteers 

 Develop job descriptions for volunteer 
positions and arrange for orientation and 
training for individuals expected to work 
with non paid staff 



 Determine why the organization want 
volunteers 

 Design valuable work assignments 
 Development of a philosophy or policy to 

guide the effort 
 Avoid “call in the volunteers”  until the 

groundwork for their sustained 
involvement has been established 



 Cost effectiveness – Designed to 
supplement or complement the work of paid 
staff with that of individuals  

 Volunteers can help an agency to hold costs 
down in achieving a given level of services  

 Increase services for a fixed level of 
expenditures 



 Enlist volunteers to interject a more vibrant 
dimension of commitment and caring into its 
relationships with others 

 Learn more about the community and 
nurture closer ties to others 

 Strengthen public awareness and support 
 Volunteers reach others inaccessible through 

normal organizational channels to engage in 
“outreach” activities 



 Types of volunteer positions that will be 
needed and the number of individuals 
required to fill these roles 

 Aids in delineating concrete objectives 
against which the program might be 
evaluated once in operation 

 Simply stating the mission and goals for 
volunteer  involvement is insufficient 



 Organizational development  should include 
groups to be affected by a new policy or 
program in its design and implementation 

 Involvement  adds to the knowledge base for 
crafting policy and inculcates a sense of 
ownership and commitment that can prove  
very beneficial 



 Definition of volunteer 
 Screening procedures 
 Orientation and training 
 Probationary period 
 Assignment of volunteers 
 Performance evaluation 
 Benefits of service 
 Length or term of service 

 



 Grievance procedures 
 Reimbursement policies 
 Use of agency equipment and facilities 
 Confidentiality requirements 
 Disciplinary procedures 
 Record-keeping requirements 



 Mechanisms for determining the types of 
work opportunities sought and meeting 
those preferences 

 Organizational climate in which volunteer 
can pursue their goals, with acceptance 

 Program must have structures and 
procedures in place to assume the task of 
volunteer administration and to generate a 
pool of capable individuals matched to the 
tasks 



 Volunteer Coordinator/Director of Volunteer 
Services 

 Volunteer administration supports 
supervision and training 

 Volunteer administrator is a program 
developer and the leader of volunteer efforts 
integral to the organization’s program 
delivery 



 The rationale for the involvement of 
volunteers 

 Nature of the jobs they are to perform 
 Boundaries of their work 
 Ascertain key factors about their jobs and to 

make them aware of the potential 
contributions of volunteers 
 



 Performed periodically (once a week) 
 Do not require specialized training or expertise 
 Might be done more effectively by someone 

with specialized training or skill 
 Position occupant feels uncomfortable or 

unprepared 
 Agency possess no in-house expertise 
 Performed episodically on occasional basis using 

very short time intervals 
 Performed “virtually” or through computer 

technology (e-mail/Internet) 



 Job title and purpose 
 Benefits to the occupant 
 Qualifications for the position 
 Time requirement (hours per week) 
 Proposed starting date and ending date 
 Job responsibilities and activities 
 Authority invested in the position 
 Reporting relationships and supervision 
 Evaluation 
 Probationary period (if necessary) 

 



 Virtual Volunteering- Ȱ!Ô Á ÄÉÓÔÁÎÃÅȱ 
through electronic technology, (Internet or e-
mail) 

ÁMentoring/Tutoring 

ÁWebsite development/desktop publishing 

ÁResearch 

ÁMaintenance 

 On-line virtual Volunteer Service “Volunteer 
Match” www.volunteermatch.org  
 
 

http://www.volunteermatch.org/


 Effective volunteer program marries 
organizational demands for productive labor 
with the disparate motivations that 
volunteers bring contributing their time 

 Understanding of volunteer motivations 
and the functions that they perform for 
individuals will assist organizations in 
recruiting and retaining volunteers 



 Strong altruistic or service motivations could 
reasonably lead individuals to seek productive 
outlets for donating their time 

 Friendship and social interaction become more 
influential in their decision to remain with it. 

 Rewards of meeting people and enjoying the 
company of friends and co-workers 

 Training programs and orientation sessions 
should present an accurate picture of the 
rewards of volunteering – so that individual – 
and the organizations they serve – do fall prey to 
unrealistic expectations of the experience 



 Three types of volunteer recruitment efforts 

ÁConcentric Circles recruitment 

ÁWarm-body recruitment 

ÁTargeted recruitment 

 Concentric circles recruitment is the most 
subtle and most endemic that provides a 
small but steady flow of volunteers 



 Stakeholders are aware of the existence of 
the agency, and many have experience with it 
either directly or indirectly (relatives or 
coworkers) 

 Their familiarity makes them more 
receptive to the agency than those who do 
not know the organization and its work, thus 
facilitating volunteer recruitment 

 Personal appeal factor on individual 
credibility 



 Organization needs a relatively large supply 
of volunteers for tasks that can be easily 
taught to most people in a short period of 
time 

 Jobs of this nature might include staffing an 
event (awards luncheon/dinner, fundraising 
gathering, various thons)  



 Operates in exactly the opposite fashion as the 
warm-body recruitment 

 Targeted recruitment is designed to attract 
fewer, select volunteers for jobs that require 
particular skills or interests or are appropriate 
for specific age or cultural groups 
ÁWhat skills or aptitudes are needed to perform the 

job? 
ÁWhere and how can the organization find people 

with the requisite skills and interests? 
ÁWhat motivations might appeal to the person 

sought? 



 Job design strategies concentrate on 
meeting the needs and motivations of 
volunteers for interesting and meaningful 
work, including opportunities for 
advancement 

 Human capital strategies enable 
participants to raise their market value for 
paid employment through acquiring 
contacts, training, and references in the 
volunteer environment 



 Ceremonial strategies allows volunteers to join groups and 
organizations that are important to them, work with 
like-minded individuals, meet policymakers and receive 
public recognition for service 

 Policy strategies (Servicing on boards) affords volunteers 
the opportunity to participate actively in organizational 
governance 

 Facilitation strategies aim to make volunteer 
opportunities more readily available (extended hours, 
providing child care, reimbursement of out-of-pocket 
expenses, tasks completed outside office) 

 Outreach strategies encompass publicizing the agency 
volunteer program both more widely and strategically to 
stakeholders and others 



 Seeing to the motivational needs of 
volunteers 

 Letting volunteers do the work they want to 
do consistent with organizational needs 

 Thanking volunteers  
 Making sure that volunteers feel connected 

to the organization and are invested in its 
mission 

 Setting high standards for volunteers 



 Listening carefully to volunteers and providing 
feedback especially concerning 
accomplishments and goal achievements 

 Instilling organizational values 
 Detecting and ameliorating volunteer burnout 
 Encouraging incremental commitment for 

short-term volunteers 
 Developing career ladders for volunteers to offer 

them new and expanded opportunities 



 Managing volunteers is different than 
managing employees 

 Volunteers are much less dependent on the 
organization to which they donate their time 
than are paid staff members, who earn their 
livelihood from it. 

 Volunteers can afford to be more selective in 
accepting assignments 



 Volunteers cannot be terminated or fired 
 The foundation for effective management of 

volunteers rests in applying different 
techniques and incentives than commonly used 
get paid employees to motivate and direct work 
behaviors toward agency goals 

 Managerial investment in building trust, 
cooperation, teamwork, challenge, growth, 
achievement, values, excitement, and 
commitment are much more effectual strategies 
for this purpose than are the conventional 
methods 



 Management-by-partnership enjoy greater success in 
dealing with volunteers and meeting objectives than does 
those officials who intent on control 

 Institute a framework or infrastructure to facilitate 
successful volunteer integration and involvement and in 
the organization 

 Agencies must elucidate the behaviors expected from 
unpaid staff (channel talent and energies productively) 

 Screening potential volunteers to ensure appropriate 
entry and placement in the organization; orientation and 
training to provide volunteers with the skills and outlook 
needed; and management and ongoing support of 
volunteers by paid staff to ensure that volunteer time is 
not wasted but used as productively as possible 
 



 It is important to evaluate the worth or 
impact of well intentioned helping efforts 

 Establish an evaluation policy on volunteer 
recruitment and retention and on public 
relations 

 Develop questions for volunteers and paid 
staff to assess volunteer operation as a 
whole, evaluation and recognition activities 
(as essential program functions) 



 A power motivation for volunteering is to achieve 
worthwhile and visible results 

 Evaluation of performance can guide volunteers 
toward improvement on this dimension 

 Evaluation of performance is actually a form of 
compliment to the volunteer.  A sincere effort at 
appraisal indicates that the work merits review, and 
that the individual has the capability and will to do a 
better job 

 Assessment should tap volunteer satisfaction with 
important facets of their work assignment, including 
job duties, schedule, support, training, opportunities 
for personal growth and so on 



 The self-assessment is also a valuable tool to obtain 
feedback in the management and supervision of 
volunteers; employees should learn from the process 
as well 

 Recognize and show appreciation to volunteers 
through a variety of activities 

 Recognition is highly variable activity that, optimally 
should be tailored to the wants and needs of 
individual volunteers 

 Employees expected to work with volunteers should 
have pertinent responsibilities written into their 
formal job descriptions (encourage and reward) 
 
 



 Goal to exert a positive effect on the external 
environment, better the life circumstances of agency 
clients, or both 

 Mobilize volunteers  to evaluate the impact or progress in 
ameliorating the conditions or problems identified in their 
mission statements 

 Evaluation is more than a compilation of the number of 
volunteers who have assisted the organization, the hours 
they have contributed, and the amount of client contacts 
or visits they have made 

 Cost-effectiveness model in which both the equivalent 
dollar value of volunteer services as well as costs or 
expenses associated with the volunteer program are taken 
into account, thus resulting in a cost-effective ratio 



 Consider the value of the time and service 
donated to the volunteer as well as to the 
organization 

 Benefits of volunteering (training, career 
development) 

 Perceptions concerning its compact on clients 
and the external environment 

 Social accounting focus on valuing the 
contributions of volunteers to the organization 
and its clients, and the larger social impacts of 
these organizations 



 Establishment of a rationale of policy to guide 
volunteer involvement 

 Paid staff must have a central role in designing he 
volunteer program and creating guidelines governing 
its operation 

 Volunteer program must be integrated structurally 
into the organization 

 Program must have designated leadership positions 
to provide direction and accountability 

 Organization must prepare job descriptions for the 
positions to be held by volunteers, related functions 
of screening, orientation, placement and training 



 Volunteer program must attend to the motivations 
that inspire volunteers and attempts to respond to 
them, with the goal of meeting both these needs and 
the needs of the organization 

 Volunteers must be attracted and recruited to the 
organization and retained for service 

 Managing volunteers for best results typically requires 
adaption of more traditional hierarchical approaches 
toward teamwork and collaboration 

 All components of the volunteer effort – individuals, 
employees, and the program itself benefit from 
evaluation and recognition activities 



 Source: Designing & Managing Volunteer 
Programs By: Jeffrey L. Brudney 
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