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LEARNING OBJECTIVES 

1.	 Describe five elements of volunteer 
program management 

2.	 Identify appropriate roles for volunteers and
develop written volunteer position
descriptions 

3.	 Identify community resource organizations
that can assist the MRC in recruiting and
supporting volunteers 



ELEMENTS OF A 
VOLUNTEER PROGRAM 

• PLANNING 
• Recruiting & Matching 
• Orienting & Training 
• Supervising & Recognizing
 

• Evaluating 



PLANNING THE 
VOLUNTEER PROGRAM 

• 	 Determine budget 
• 	 Assess needs that volunteers 

can fill 
•	 Develop job descriptions 
• 	 Conduct ongoing assessment of 

volunteer positions/needs 



ELEMENTS OF A 
VOLUNTEER PROGRAM 

√  Planning 
• RECRUITING AND PLACING
 

• Orienting & Training 
• Supervising & Recognizing 
• Evaluating 



RECRUITING & PLACING 
VOLUNTEERS 

• Develop recruiting strategy 
 

• Form recruiting team 

• Screen volunteers 

• Match to positions 



RECRUITING & PLACING 
VOLUNTEERS 

Use Strategically Defined Position Descriptions 
 

Ensure that volunteer position described 
 

accomplishes the tasks that help meet 


organization's priority needs, goals or mission 
 



RECRUITING & PLACING
VOLUNTEERS 

 

Design an effective communication strategy 

Identify the features and benefits of the volunteer 
position 

Craft a powerful message that will grab and hold 
the attention of your audience 

Determine where and how to reach your target 
audience 



RECRUITING & PLACING 
VOLUNTEERS 

Acquire volunteer application
 

Screen volunteer
 

Match volunteer to position
 



ELEMENTS OF A 
VOLUNTEER PROGRAM 

√  Planning 
√ Recruiting & Placing 
• ORIENTING & TRAINING
 

• Supervising & Recognizing
• Evaluating 


 



ORIENTING & TRAINING 
VOLUNTEERS 

Orient volunteers to the MRC 
 

• 	 Its mission and purpose 
•	 How it works – policies & 

procedures 



ORIENTING & TRAINING 
VOLUNTEERS 

Training 
•	 Ongoing, as needed 
•	 Well-written job descriptions guide 

training content 
•	 Accommodate needs of volunteers 

by adapting training 



ELEMENTS OF A 
VOLUNTEER PROGRAM 

√  Planning 
√ Recruiting & Matching 
√ Orienting & Training 
• SUPERVISING & RECOGNIZING
• Evaluating 


 



SUPERVISING & RECOGNIZING 
VOLUNTEERS 

•	 Define and Communicate Clear 
Expectations 

•	 Guide & Support Volunteers 
•	 Reward and Recognize Volunteers
 



 

SUPERVISING & RECOGNIZING 
VOLUNTEERS 

DEFINE AND COMMUNICATE CLEAR EXPECTATIONS
 

• 	 Significant agency policies, procedures and 
operations that affect them or that they affect 

•	 Their responsibilities and functions toward the 
agency and its clients 

• 	
 

The  agency’s responsibilities toward 
them 



SUPERVISING & RECOGNIZING 
VOLUNTEERS 

GUIDE & SUPPORT volunteers by giving them:
 

INFO THEY NEED TO 

DO THEIR JOB WELL 

• Instructions 
• Direction 
• Feedback 
• Corrections 
• Information 



SUPERVISING & RECOGNIZING 
VOLUNTEERS 

REWARD & RECOGNIZE volunteers 
•	 Make sure that recognition is meaningful to 

them – look at what motivates them to 
volunteer and leverage that 

•	 Be creative!  Offer perks to keep people 
involved and engaged 



ELEMENTS OF A 
VOLUNTEER PROGRAM 

√  Planning 
√ Recruiting & Matching 
√ Orienting & Training 
√ Supervising & Recognizing 
• EVALUATING 



EVALUATING YOUR 
VOLUNTEER PROGRAM 

Periodically examine your program to 
determine: 

• How many volunteers do we have?
 

• How many volunteers have we lost?
 

• Why are we losing volunteers? 



EVALUATING YOUR 
VOLUNTEER PROGRAM 

• 	 Collect information from new 
volunteers to see how they found
out about MRC opportunities and
why they signed on 

• 	 Survey current volunteers to see 
how satisfied they are with
their volunteer experience 



EVALUATING YOUR 
VOLUNTEER PROGRAM 

• 	 Conduct an exit interview with 
volunteers who leave to determine 
why they are leaving and what you 
can do to improve the volunteer 
experience 



THANK YOU! 

QUESTIONS? 
• 	 Contact your local Volunteer 

Center – find them at 
www.pointsoflight.org/centers/ 

• 	 www.VolunteerResource.org 



THANK YOU! 
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