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Planning

Questions to Ask
#1 - Do we need volunteers?
#2 - Have we thought out what they would be doing?
#3 - Is there someone to manage the volunteers
#4 - How do we thank our volunteers
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Volunteer

Descriptions

WHAT SHOULD GO INTO A VOLUNTEER JOB
DESCRIPTION?

#1 - Benefits of Volunteering
#2 - Volunteer Responsibilities
#3 - Skills Needed
#4 - Time Commitment
#5 - How to Apply

QUESTIONS TO ASK?

Should I have a volunteer orientation? YES
Should I have a volunteer handbook? YES
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INDIVIDUALS

Current Volunteers
Previous Volunteers
Family and Friends
Board Members
Co-Workers

WHERE TO LOOK FOR VOLUNTEERS

ORGANIZATIONS

Community Partners
Orgs w/ Similar Missions
Social Groups
Educational Institutions

MARKETING 
PLATFORMS

Traditional Media
Social Media
Your Website
Your Newsletter

RECRUITMENT TIPS

Focus on the benefits of volunteering
Make sure its easy for volunteers to apply to volunteer
Remember to Illustrate their impact on your organization and the community
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Why should you volunteer?
Volunteering improves the lives of others. 
Volunteering makes a community a better place. 
Volunteering lets you make a direct impact.
Volunteering can teach you new skills. 
Volunteering develops close relationships with others.
Volunteering can help get you active. 
Volunteering reduces stress.
Volunteering is good for your career. 
Volunteering boosts your mental health. 
Volunteering can help you live longer. 
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VOLUNTEER ORIENTATION/HANDBOOK

#1 - Information on the Organization
#2 - Your Mission, Vision, and Values
#3 - History of the Organization
#4 - Information on Clients, Programs, Funding
#5 - Organization Structure Chart, Staff Directory
#6 - Benefits of Volunteer
#7 - Volunteer Policies and Procedures
#8 - Volunteer Code of Conduct

WHY SHOULD YOU HAVE AN ORIENTATION?

#1 - An opportunity to make a personal connection
#2 - An opportunity to make them feel welcome and part of your community
#3 - An opportunity to motivate volunteers
#4 - An opportunity to empower volunteers to succeed
#5 - An opportunity to keep volunteer informed about the organization



HOW TO MANAGE VOLUNTEERS

Ensure that whom ever is managing your volunteers is a people person who knows
how to provide direction and appreciation!  Make sure whom ever is managing the
volunteers is organized and knows what they are doing.

Be sure to instruct volunteers to succeed.  Make sure they have all the tools they
need to succeed.  Make sure they have all the information they need or a contact
of a staff and/or board member who can provide more information or assistance
as needed. Be sure to thank volunteers often!!! Be sure to treat volunteers
respectful!

07 MANAGING VOLUNTEERS
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How to THANK volunteers?

PLATFORMS

- Thank Them on Social Media
- Thank Them in Your Newsletter
- Thank Them on Your Website

YOUR EVENTS

Give them free tickets to your events if they are not volunteer for that event.  If they are
provide free tickets to their spouses, family, and/or friends! 

Make sure they are well fed at events.  If you have a morning event, make sure they have
coffee and pastries.  If its a dinner, make sure they are fed. 

If your event is casual. make sure they get a volunteer tee.  Make sure you order the right
sizes.   Make sure they get breaks and access to VIP areas. Have volunteer only raffles
and/or volunteer only areas.

Make sure that staff and board members introduce themselves at events and thank
them. 



How to Maintain
Your Volunteer
Program?

VOLUNTEER THANK YOUS

Always make sure you take the steps to
ensure that volunteers succeed and have
a pleasant experience.

FEEDBACK

Always ask for feedback from volunteers. 
 Not only about their own experience, but
what they hear and see at your events and
services.  Their feedback is valuable since
they are offering an alternative
perspective.
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RECRUITING +

TRACKING

VOLUNTEERS
RECRUITMENT
- Idealist - http://www.idealist.org
- Volunteer Match - http://www.volunteer match.org

TRACKING
- Shiftboard - https://www.shiftboard.com
- TimeCounts - https://timecounts.org
- Volunteer Hub - https://www.volunteerhub.com
- Sign up Genius - https://www.signupgenius.com
- Sign Up - https://signup.com/volunteerspot/index


