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EXPERIENCE AND TRAINING RECORDS: 
Volunteer Itecogn:tion That Counts 

A vr••t de•l of talk is being he•rd in 
the •re• of volunte•l·s using their volun
t•ering tc:w•rd c•r••r development or job 
obt•.ining. The tim11 his cont to otter th• 
l"Olunteer • 11te•n• of •ctYo1Jl1,1 11111Jc.Jn9 that 
concept rueful •nd codJr.tUJe. 'lhi• paper 
•.Mll 1ntroduce • form (aH ,.,,_ JO) that 
c•n be used by the volunteer to record •nd 
dd1ne •rP'frionce. Ut1liz•tion of this Iona 
shllll b9 coverftd, including record1nq infar• 
awtion, undur•t•ndJng the ••~cts of the 
individlul ·colwnn.t, using Che inforrution 
once recordff, •nd J.astli, •- bov the 
coordiMtar cdn effectively introdu,.:11 thi.s 
for■ into• progr•11. 

'RF.C!ORDING INP'ORHATION 

All experience, paid and unpaid, should 
be recorded. Involvement in club ~ctivitica 
ahould not be tor90tten. Thli infonn&tlon 
•hould bll ••complete•• po■aible and 
recorded at the ti• of the experience or 
1-edUtely following it. Obviously i! the 
volunteer i• juat beqinnin9 to record 
experience, past involve!9ent.■ will need to 
be re■earched initially. Thia 1• a personal 
•M49• ■heat. 

Title, The name of the job 1• crucial 

Pat H.ardy is the D1rf"etor or Riven1J.de 
Volunteer Center, Rjver5idc, C~litorni•. 

Volunteer Administration 
Vol WM XI Number l 

.by P•t H•rd~ 

to creatin9 a valid position in the mind■ 
of future employer•. If a volunteer find• 
that th• volunteer job haa no title -- the 
coordinator ahoul.d be conaulted to create 
a title for the purpo•• of the fona •. The 
created title ahould represent what the 
volunteer did ••• for eX&IIPle, if a per■on 
hal organised a apeakua• bureau, • title 
ai9ht be •Developer of Speaker■• Bureau•. 

Organization and Addreaa1 The n4IIIII 

and location of the organization ia aasen
tial. Full zip code, phone with uea code 
and hr,1.nch or division or department in 
which voluntear served ■hould be included. 
Thi.a inforination is ft-cquently difficult 
to 9et after one Ms left the or9aniution, 
■o ahould be .recorded •a. soon &a posu.1.blo. 

' Dates and Reason for Leaving·: This 
information is routinaly a■ked on uiploy
Mnt fol'1U and in employ.ienc interview■, 
&nd. ia very helpful in pereonal retro
•~ction and evalU&tion. If a volunteer 
i■ finding that leaving an a9ency 11 
frequently due to boredom or need for new 
eaperiances, that will need to enter into 
job choice. Kov thi■ ia worded ■hou.ld be 
cuefully thouqht out for future job ap
plication■. 

Volunteer o~ Paid, No. of Hours: Payi 
Whether the position i• paid, ~np~id, ■ ti

pended or expenses paid is significant. 
The number uf huurs vorkltd (tot.al or per 
veak or month) shOuld be included to 
9ive a measure for the codific•tion and 
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•nd can~ri!:on ot volunteer ti.ea. The 
...:aunt of pay or m.vcn•a• baso (e.4., 
a.a.l~~Y• r•.iabu&~~ntJ ■hould be in~lUU4--d 
•• v.11. 

~.!:_'I.!'·.,!.~[ ~:11pt.'_!_V_i_:'.!,~_r_L_l't1!'t.i_t.ino: J1t1t h the 
volunr,•cr coord.1r .. 1u,r 111n•I ti•• pc-r~on 1;1aror
visi.l1'J tJw vol.unLci!r in t.t\o •fiusq 1oh1,lt.ilcl 
be li•ted. If thfl vnlun• ,,tor tunetiont"d iA • 
looi.uly 1;tructu14-'U :jJ;(.Jw;, -• lil•L tltti 111•r9e111 

or gu.iu(, to wllCl;III the voluut.i.,t•C WJ.S n::.ir,un
a.i.1:tle. 

HUaher You Supervi■ i!'d1 ft.ia cateqory 
•hould includo th.>Na people •ctually eupar
vistid •• ~11 •• eliant■ •cw.ally wrk~d 
vitb (e.g., Cirl Scout leader auperviaad 
2 •••i■t.anu and JO girl.II). 

Job De-•criptinn, Brea.kihCJ t.hia out 
should OIi detAil•d, yet conci■•• Hy 
ta~""Orite exutple is thll PTA Carnival 
Ch&irper110n'• job daacriptiona Public 
rel•t.ions, purchasiftfJ, bud9eti1MJ, surer
vid.on, pr09r .. dav•loi-ent, cammwl.ity 
resour~• developaent, recruitment o( 
volunt.oers, aediation, plannirllj, evalu~-
tJ.on, raport vrit.inq. · 

Accomplishment$: Thia col.uan i• m 
a.plific.-Uon of tho job deacription and 
adda color and diaenaian aa well •• ego 
■tron,th ta the whol■ roco<d. The Wlique
Mu of tU volun~1,•r surfac:e■ here. soae 
esaapl•• •re, PTA C&rnival Ol&irper.on 
r.aised S500.00 1110re t.h.aft any preYiou■ year, 
c,ot 20 mo.re 9roupa ta p,u-ticipat.e and the 
.,_apaper to COVff the _,,.nt:. 

~r•1ning Aspec;t Of torm 

1111■ put of the tool 1a de■ifned ta 
keep Uaok of all t.r&inincJ, education, and 
work■hop■ that thG indivilhwtl ha■ ott•-• 
It ia iaportant to tile with mi■ &ny 
broc:burea, i:at.alog doacriptiou Mid/or CJl'ad• 
ca.rd• that relate to a partiC\llar courcc. 
CDnterenccs attended shcnald be 11-ucl •nd 
act1&al pr09r ... filed. 

Course Title1 Thi• area is Gb¥1ou• ~ 
9enerally ewaily obt.ainable tn:a .advecti■in9 
.. t•ri&l abou~ trainir14. 

ln■tru~rs• Li■t n.ae, deip-Na, title 
of le.cicra u well u organiaacion&l spon.aor 
and locat.ion. 

ND. of Hou.rs/Credit:: t..natJu List tot.al 
ti• socnt. if .:ollecao credit v.aa received. 
~ert.itic•t•• or c•rd■ received (e.q., AIIC 
.Junior Ufen•:Lnq C&rd). 

D■t■_!: Whan d:Ld it happm? 

Volunt.oar Adln.in.a.s1..r ... tiun 
Voly,ae Xl N\l:DbQ.r 1 

Course D~serintiont Thia should t>e • 
bciet swm,wry: 1110r• dct•iled progr.a. or 
out.Un• should be •U&ched. If t.ha: vol
unteer ha■ & file ayat.ea, a cro•• reloccnca 
syst• miqht facilitate ~••Y recall ot 
c-ou.tN infornat ion. 

USIJk.~ ·rm:: kl:CORDD> 1u1-·u~TlON 

Once thi.!1 Cn~ i:J filled out colllple.:to
ly • tha volunte\:r c,rn rev icw it and get a 
clau■r ulf picture. By Mt.iafJ the fol
lowinl quuUona tbe vall.antHr ahould 9■t 

u OVU"Yiew of ca.rev di.rectiona and 
patt.arut 

ina.c •r• con.-i~ccnt pacterM in 
involve111ent or growth: 

I• ther• •nv cMng• in direction? If 
.a, tthy1 rt no, vhy not1 

IIMt coaaenu c&n you aake r-,a.rding 
the patcerNJ1 h•aine •ml st(etch 
the patterM: 

Nl'Yt 1-nl tJ.ons Mv~ you cnjo11od ,nost? 
111J111 

Ml.■ t ,c.Jt.lons ,,. .. !,IOG d1•lJlrlld ,m•t1 

"""'" 
Wut ••oecu ot tho.-• ooa.t tiou 

taued !/OU to like or di~J1U the.-7 

Now. havil\f looked at the pat.tarn■ 

and - you !Hl -· the joba 
• Uy de■i9ni"'I your Weal jab 
de■cription •.. J.ncludi"9 •11 th9 
upecta you --.ld ...,.c in • 
voluntNr or paid pcaaiUoa. 

Haw look •t the reciord and ii■t. ••l..,. 
&bl• skill• - th.i■ ia not • pt.ca 
for -=id••tv or for unruliatic:AUy 
optiaiatic aaae--■nu. 

11■1111 Hlullle skilla vith job ducrip
tion &nd H■ it a car-r go.l 
wrf&caa. 

Hotl m.ight e.ie.'wr at thd• • .-c 
through voJuntNrJ119? 

TM•• are 911nei-al ..nd briet question.: 
il.ftd shoul.d be t·".:i::n.Lued wh.h th• exr111ct.•tiou 
ttw.t other thou9hu Uld id••• will s~in 
oct thea. 
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How Can the VoJuntPt.•r and che Coordjn.H:or 
UtJlize thi5 Record? 

Tho record c•n be etfectiw, Jn scver•l 
wo1ys. The re-cont can 9i v~ tlw.- "°l 1mt:rcr • 
~•r,n,,nc11r ln(•tlJt"ltJ of r1•c.-on/jn9 .~crivjt.ies 
thJt nijy/,:. th1m J>c.· c.u·dud to the n,•xt voJ
unt<.•t•r J:;;sj91Jna•nt, or it rnl1Jl1t 00 ,,,,rt of• 
i,,oJu1'ti:•cr pCOlJT<lni t.i.lc. Thu rc,:ur,I might 
.br u.11'-'d o11.s u.rt of t/10 rlpplico1tjo11 11roco•.s 
in • pruyr•• or it oliyht. ba p,,1rt ol o1.11 

•dvoc•CtJ/tr•ininq proqr•• (or voJunto~rs. 
It couJd be• njce 90.ing av•~ gift for• 
volunte,or l••vin9 the agency. A whole h'OCk
shop lfU,qht 1'u given .Jruund the Er,,.df!nce 
•nd Tr•inin9 Record, demon• tr•ti,19 l0ttt to 
utilize it toward g3inin9 good erperience 
or • job. The development of • volunt•or 
career l.addor dround this !orm mi.qlit ,1Jso 
be desire.lble. r·or the voluntec,r, this 
forN could be especiaJJ~ helpful in develop
ing • resUJllfl, t1lling out Job or volunteer 
•pplications, or juMt gcmcrallw •• ,.in •90 
boo.ster. 

VoJunte-r.r AdllUnjstr,.tjon 
Vo.luftt XI Numbcfr J 



The•• tor• oJre de•lc,nc,d •• • b.•1• for ev~lu•Cin9 your c•ro•r d1reccJon Mid••~ 
ongo.inq r.-:ord of !JIOUT oec:up,icion.al 9rOllf'Ch. oA.• W'VlJ u tor uaa iu d•veJopJINJ • r11•ultl0 
or t.ilHnq ;.,uc .an •PPlJcoJtion. M •ura to .include your va.lunc1ter p,o.-JUoaa u -=-c 
aaplover• •r• nt1ftl C01PJd•r1n9 th.u •x,-r.Jent:rt .in lur.Jn9. 

W. hoPo that Jn J0CMJng •t your lU• gooJ• I/OU will =n.sJd■r tlllln11 Jn the g.,-
1n ••perJ.~ .nd ••tJ•l•c:tJOIJ v.ttb aa.UU119/uJ YO.LuntNt'.11Jf. 

OrgutJ.uc.ton 
, Addre•• 

Cour•• 
T1cJ• 

Voluntaer Adaini•~r•tion 
Volyae Xl Nu.alMlr l 

Instructor 

~Ce• e RN.IJOff 
for Lff•v1nq 

DPlll:rSNC• 

VoluntNr oz P•Jd 
I Hour• ,. . .., 

fflllIUNG 

IHaiura/CredJ.t 
Z..ngeh 

( 

( 
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EXPt"HIENCE AND TRAINING RECORD o~•-------------------------

N,;uae of Your 
SupervJsor, 

Poa.i. t.ion 

~ 

Volunteer Adn.inititration 
VolURltl Xl Number 1 

Number. You 
SupurvJ.s"d 

Job 
1-WscrJ µc .ion 

Course Description 

-ll-

Acco"'l'lj•h
monta 
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AREAS OF EXPERTISE 

Communications and Public Relations 
• Prepared and delivered speeches to professional and community groups. 
• Conceived and moderated panel discussions for professional and community groups. 
• Maintained contacts with key media, government and national corporation representatives. 
• Wrote articles, book reviews, press releases, and annual reports. 
• Edited newsletters. 
• Revised procedural manuals. 
• Supervised layout and printing of programs, directories and promotional materials. 
• Maintained rapport with 10o+ annually-elected national and local officers. 

Membership Development and Member Services 
• Originated and implemented membership solicitation for new and existing associations. 
• Conducted membership surveys to develop programs to increase membership retention. 
• Organized and coordinated direct mail campaigns to increase membership. 
• liaised with more than 20 national committees, 60 local chapters and 2500 members. 
• Computerized membership records for greater efficiency. 
• Supervised research and compilation of survey defining membership profile. 
• Created and revised membership directories and application and renewal forms. 

Conventions and Special Events 
• Planned and coordinated all phases of national conventions and annual dinners for 1800 

industry and government leaders including The President of the United States. 
• Developed budgets ($150,000) and approved all expense payments. 
• Negotiated rates and facilities use with hotels and contractors. 
• Solicited corporate participation in .hospitality suites. 
• Supervised planning of professio'lal program, social events and entertainment. 
• Directed all on-site activities for conventions and special events held nationwide. 
• Recommended future meeting sites involving 20 cities in a five-year period. 

Training and Counseling 
• Conceived, coordinated and moderated all-day career seminar for national organization 

which drew speakers nationwide. 
• Facilitated personal development support group. 
• Counseled colleagues on personal needs assessment for career direction. 
• Coordinated, edited and voiced an BOP-number telephone job bank. 

Financial Management 
• Planned and developed two budget formats--annual operational ($400,000) and convention/ 

special project ($150,000). 
• Counseled Finance Committee recommending income-producing projects and procedures 

to resolve cash flow problem and to provide membership solicitation incentive. 
• Exercised effective cost control which produced more profitable bottom line. 
• Compiled monthly, quarterly and annual financial analyses and supporting narratives. 
• Computerized financial records for greater efficiency. 
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PROFESSIONAL EXPERIENCE AND SKILLS 

Membership Development and Maintenance 

• Conducted first national survey of a 250,000 member organization. 
• Managed a successful 30,000 signature state-wide petition drive. 
• Wrote an 80-page volunteer leader's manual for 250 local and state groups to create a winning 

gubernatorial campaign. 

Education and Training 

• Delivered supervisory and management training and consulting on: leadership techniques, 
Board/staff relations, team-building, motivation and volunteer program management. 

• Conducted organizational and individual needs assessment and program evaluation in non-profit 
and government organizations. 

• Managed design, delivery and evaluation of management training and consulting services for 8 
to 15 projects at any one time. 

Marketing and Fund-Raising 

• Marketed and negotiated $250,000 of organization services in first year contributing to the 
organization's highest annual gross. 

• Planned and executed over 15 state-wide fund-raising and government relations events with 
attendance to 500. 

• Designed a two-year fund-raising plan and organizational prospectus for a consortium of 21 
national voluntary associations. 

Government Relations 

• Lobbied federal government to achieve collaboration between non-profit, public and private 
sectors. 

• Managed senior state legislative leader's office, liaised with special interest groups, state and 
federal offices, and supervised case-work. 

• Coordinated written and oral presentation to Congress of departmental budget and preparedness 
statements. 

Communications and Publications 

• Designed and wrote a quarterly legislative newsletter for a state-wide audience of 8,000. 
• Re-designed and edited over 10 management and training aids for a national catalogue of 

20,000. 
• Co-authored and published a newsletter on non-profit management, inter-agency/inter

association collaboration and voluntarism. 

EMPLOYMENT HISTORY 

Vice-President of Consulting and Training Services 
January, 1980 -· present 

Management Consultant 
September, 1978 •· September, 1979 

Senior Administrative Assistant 
January, 1975 -- March, 1978 

Management Analyst 
September, 1972 -- May, 1974 

Project Associates, Inc. 
Washington, D.C. 
Dr. Gordon L. Lippitt, President 

Alliance for Volunteerism 
Washington, D.C. 
Susan R. Greene, Executive Director 

Michigan State House Minority Leader 
Lansing, Michigan 
Rep. Dennis 0. Cawthorne 

Office of the Navy Comptroller 
Washington, D.C. 



SPECIAL TOPIC AREAS 

Meetings/ conferences 
Issue campaigns 
Proposals 

Program evaluation Survey research 
Public speaking Citizen participation 
Telephone banks Hiring procedures 
Management information systems 

TEMPORARY POLITICAL ASSIGNMENTS 

Assistant State Campaign Manager 
Spring, 1978 

Field Representative 
June, 1976 -- November, 1976 

Executive Director 
May, 1974 -- December, 1974 

Membership Survey Coordinator (Part-time) 
November, 1973 -- March, 1974 

PROFESSIONAL MEMBERSHIPS 

Committee for U.S. Senator Robert 
P. Griffin 

Detroit, Michigan 

Republican National Committee 
Washington, D.C, Ohio, Iowa and 

Nebraska 

Kalamazoo County Republican 
Committee 

Kalamazoo, Michigan 

Common Cause 
Washington, D.C. 

Member, American Society for Training and Development 
Member, Toastmasters I nternationa I 
Member, Volunteer Resources Conference of Washington, D.C. 
Associate Member, International Consultants Foundation 

OTHER ASSOCIATION EXPERIENCE 

Associate Regional Director, Organizational Renewal Inc. (ORI). The Lippitt Group 
Volunteer National Coordinator, The 1972 National Convention Project, Common Cause 
Consultant: American Lung Association, Baltimore Health and Education Council, Consumer 

Credit Association, Girl Scout Council of the Nation's Capital, The Urban Institute. 

PRESENTATIONS AND PUBLICATIONS 

Speeches, presentations and workshops on: "Human Resource Development in the 80's"; 
"Professional Leadership of Volunteers"; "Critical Issues for Volunteer Managers"; and 
"How Volunteers Are Making A Difference". 

Publications: Developing a Volunteer Program in Eight Steps, a 60 page guide; and a review 
of Managing Voluntary Organizations (Gallagher). 

EDUCATION 

B.A. 
B.A. 
M.S.A. 

Alma College, Alma, Michigan 
Michigan State University, East Lansing, Michigan 
Candidate, George Washington University, Washington, D.C. 

References Available At Interview. 

. ' 
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Administrative Management 
• Instituted procedures in six newly-created positions, departments and companies. 
• Managed association national headquarters and supervised and evaluated four employees. 
• Realigned job responsibilities and established evaluation system, competitive salaries and 

equitable employee benefits program with staff increase from three to five positions. 

EMPLOYMENT HISTORY 

Corporate Assistant Secretary-Treasurer. Television Corporation of America, Washington, D.C. 
1980 - present. 

Public Relations and Special Projects Consultant. Washington, D.C. 1978 - present. 
Executive Director. American Women in Radio and Television, Washington, D.C. 1973 - 1978. 
Business Manager. Dickerson & Company, Washington, D.C. 1971 - 1973. 
Advertising and Promotion Assistant. NBC/WRC Radio, Washington, D.C. 1967 - 1970. 

PARTIAL CONSULTING CLIENT LIST 

American Film Institute 
Center for Institutional Development 
White House Correspondents' Association 
Association of Independent Television Stations 
Northern Virginia Association for Retarded Citizens 
Educational Foundation of American Women in Radio and Television 

EDUCATION and ACADEMIC AWARDS 

B.A. Dunbarton College of Holy Cross, Washington, D.C. 
Dean's List; elected to Pi Gamma Mu (national social science honor society). 

"Business Management" and "Law and Government Methodology." American Society of Asso
ciation Executives (ASAE) Professional Development Program, Washington, D.C. 

"Facilitator Training." Alexandria Mental Health Association, Alexandria, Virginia. 

PROFESSIONAL MEMBERSHIPS 

American Women in Radio and Television. Co-Chair, National Convention Publicity Committee (2); 
Member, National Executive Director Search Committee; Member, Local Chapter Nominations 
Committee. 

American Society of Association Executives (ASAE) 
Greater Washington Society of Association Executives (GWSAE) 

VOLUNTEER ACTIVITIES 

President, Vice President, Editor, Publicity Director. Northern Virginia community support group. 
Member, Board of Directors; Co-Editor, monthly newsletter. Winter Hill Condominium 
Chairman. High school reunion. 


