An eclectic guide

to the effective placement of

volunteers in programs.

The purpose of an interview with a prospective volunteer is to determine

the suitability of the applicant for volunteering in your program and to select
an assignment in which the needs of both the program and the individual are

' theright position:.

volunteer program depends, to a large degree, on finding the right person for

Consequently, every applicant should have an interview, no matter how
—well s/he may be known to you. In many instances the interview serves  — —
another purpose: It becomes the first step towards orienting and training the

volunteer-who-accepts and is-acceptable to your prograin:

CONDUCTING THE

INTERVIEW —

Consider the Setting

informality. Flexibility and a choice of seating should be provided.

1. Arrange the office so that there is an atmosphere of comfort, warmth,and

2. Try to ensure privacy; divide the room by using a screen if others are

-

present.

people can read their mail with one eye and carry on an interview with the

3. Cast aside unfinished business and concentrate on the job at hand. Few B

other.
4. Allow for at least one-half hour of uninterrupted interview time.
- ‘Are You Prepared? e R

and occupational experience, training, hobbies and time preferences.

28

1. You should have an application form which has areas covering educational

2
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2 Information should be available on all present volunteer positions

—

(| ey -0 :

(preferably in the form of detailed job descriptions).

&—In the caseof volunteers who may beunsuited to-your specific-program;it—-—-——--

is also handy to have information on other possible areas of community

. With a smile, a handshake and a friendly word of greeting, introduce

yourself and anyone else who is present at the time-(i.e.; secretary ). ————
Clarify the purpose of the interview (to obtain general information,

discuss interests and match with volunteer position) —

Complete the application form with the prospective volunteer, adding any
additional information gathered in the interview exchange.

__® Why are you interested in doing volunteer work? What are your

__® What are your personal and work goals that would be important in

involvement: P

Things to Do During _ 5.

Explore such areas as:
e_What have you enjoyed most in previous volunteer assignments? What =~
have you enjoyed least?

long-range objectives?

choosing a volunteer job?
® What type of people are you most interested in working with

(co-workers or clients)? Are there types of people you feel you would be
unable to work with?

5

6.

. Give the applicant enough time to consider your questions and answer

e What do you feel would be your greatest contribution to our volunteer
program?

them at his/her own pace. Do not hesitate to ask for clarification on a.ny

~ points that you don’t understand.

Present your information clearly and concisely so that it is easily

understood. Allow the applicant an opportunity to express any concerns
about the suitability of the jobs available.

7. Encourage the prospective volunteer to develop a personal plan-ofaction—————

with the job available. Assist him/her in deciding what is most suitable by

clarifying areas of concern and setting things-in perspective-(i.e; point out———
both the positive and negative aspects of the jobs being considered), but

8.

leave the final decision to the volunteer.—
Anticipate future areas of confusion and prepare the prospective volunteer

9.
10.Ask the volunteer to tell any friends who might be interested in your

for these (i.e.; confidentiality, flexible hours, etc.).
Don’t extend the interview past the point of satisfaction.

program to contact you. Your best form of public relations is an active,
enthusiastic volunteer

—

11,
_volunteer. If the result of the interview is that s/he will be doing volunteer

1

Things to Do After

Express your appreciation for having had this time with the prospective

work for your organization then you would move directly into orientation.

Take time to make notes on the interview after the interview is over. Enter

2.

the results in your filing system.
Don't forget the volunteer. Make sure you follow-up, and see how things

>TION LEADERSHIP

work out and how the volunteer feels about the placement.
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FOR THOSE MAXING
REFERRALS

It might be noted that there are two types of interviews involving

prospective volunteers. One is done by specific organizations and groups withr =
the aim of presenting the prospective volunteer with the one or several

volunteer opportunities offered within the organization or group:The othep——m————
type of interview is similar to that done by a Volunteer Bureau where the

prospective volunteer-is-presented with-the various volunteer-opportunities
offered by all the organizations or groups in the community. The result is a
referral to one or two of these organizations or groups.

While all of the above pointers about interviewing apply to both types of
interviews, a word should be added about the referral process.

1. After identifying two or three referrals with the prospective volunteer, by
__reviewing job orders and matching them to his/her interests, telephonethe

organizations and inform them of the volunteer available. Introduce the
volunteer coordinator and the volunteer over the phone, and request that

they set up an appointment time and date.
R. If the organizations cannot be reached by phone, leave a message to have

them call the volunteer. Give the volunteer a card with the organization’s
name and the person who will call. Alternat._ive}y, you could give the

volunteer the name and number of the organization and have him/her
phone later on.

3. Encourage the volunteer to phone you anytime problems arise : regarding Bl
his/her placemen_t.

I PROBLEM SITUATIONS

You may occasionally encounter problems in the interviewing situation.

“These may ariseé in the form of a prospective volunteer with a mental
health problem, or someone who, in your judgment, is not suitable for your |

~ program due to physical limitations or lack of specific skills. Tn any of these & i
cases it is essential that you not leave the volunteer without an alternative

——plan-of action:— e =
Be sure to have available.:

®-Descriptions-of other volunteer Programs imyouraregand thenames—————
of volunteer coordinators.

®-General-information on counselling programs; mental health-teams;— =
legal and financial services.

Although you-are not setting out-to solve-an applicant’'s problems;you
may find the following ideas helpful: }
— 1. Observe any signs of disappointment or discontent. This may-be a-clue to

the real problems or it may indicate that the interview is covering topics of
embarrassment (i.e., questions regarding health or recent illness )

2. Give the prospective volunteer ample opportunity to tell his/her own story.
Let him/her talk freely without interruptions if this seems important._

3. Inquire regarding the steps already taken in attempting to solve present
difficulties. Determine, if possible, how much interest there is in wanting to

find solutions. - }

VOLUNTARY ACTION LEADERSHIP—Spring 1979




==

4. Keep a friendly, sympathetic, and helpful attitude, but don’t assume the

responsibility for finding solutions to the interviewee’s problems:
8. Name people or community agencies that you ma.y see as being helpful to

the volunteer— —= —— —— or—
6. Expect to meet many preblems you cannot deal with alone. Share these

—situations with other persons-who might be helpful or who are already —— ————
involved with the prospective volunteer (i.e., if the volunteer has been

————referred by a social worker or doctor, ask the volunteer if you can contact -

them for further information or arrange a meeting time for the three of you

- to sit down and discuss volunteer opportunities in your program)
7. Yield to the specialist in areas outside of your own field; follow-up and

cooperate with others. _—
8. If the prospective voluntear’s problems are not severe and you feel he/she

__Iay be suited to another type of program, ask the prospective volunteerif
you may share interview information with any other volunteer coordinator
to whom you make a referral. e

—From Volunteers: How to Find ‘Them, How to Keep Them' by Mike Haines,
__Voluntary Actlon Resources Center, 1625 W. 8th Ave, Va.ncouver BC.V6J 1T9,

1977. $3.60 (U.S. money); $3.00 (Canadian). Reprinted with permission. °

TMORETIPS

The Niore Info positions relating to the general
- public,
b The Better —— —Ease in relating to and working .
Before making any specific refer- with people. This is difficuit, but
~ rals, seek information along the fol- clues can be obtained by noting =~ N
lowing lines: the relationship to you and any-
- ° Hobbies and skills in specific areas, ~ onein the office with whom
such as sewing, dramatics, sports, interviewee comes in contact;
i might encourage a volunteer to ~ asking if interviewee wantsto >
want to teach the hobby or skill to work directly with people or
someorne else. ‘would rather iave a desk job;
e Ideas about the kind of person with observing general manner of the
whom the volunteer wishes to interviewee (Is s/he outgoing?-
work can be useful. Inquiries about Are there any obvious manner-
why the volunteer wants to work ————isms which are-annoying?);and———
with children, aged, or handi- i being sensitive to derogatory
capped can provide valuable clues-————comments about groups of
about interests and skills as well as people.
personal qualities —Attitudes: Are comments usually
® Questioning about areas of need in positive or negative? Is there
the city which may appealtothe _ evidence of real interest in and
volunteer’s interest also can be enthusiasm for a volunteer as-
useful signment? o
® Personality traits are important in —Emotional reactions, especially
an effective referral. The interview- when discussing jobs that in-
er should note: volve sensitive areas. For exam-
—Ease in communicating, since ple, working with emotionally
this is important for voluntesr disturbed youngsters or adults

YILUNTARY AG
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L > |
requires a calm, stable person- e Note mental reaction time and
ality. organization of answers to ques-
o B tions.
¢ “Other a.ctivitie.zs are important e Note the volunteer’s evaluation of
because they yield information her/himself, what s/he thinks s/he
about the person's interests. Many i ca.n,not A it
—Deople belong to clubs or other ————g- 4t quality of self-prepared appli- -
organizations that could possibly cation form, handwriting, follow-
be called upon to do a special §roup ———n ¢ o instructions, clerical ability: =
project. It is best not to mention Remember:you a:I'e not just fll-
ﬂ_m; tatheperson.being mmrzﬁm spot, but matching a personand
viewed, since some will feel that ajob in the best interests of both
they are committing their groupor " . 0 “How To” Book for
club. Instead, merely ask the per- Volunteer Trainers, Los Angeles
f fon,bemg mteryi;vgedli.f Sfél_e be;_l ———<Voluntary Action Center, 621 South ————————
' ongs to any neighbornood associa-  vipei) Ayenue, Los Angeles, CA 90008,
) | ) t.lOIlS, busmeSS Chle, 10d.geS, et!c- . 1 19‘?6 $4 OO Reprmbed Witlh pGI’Hﬁ.ﬂkf = —
. —From “Guidelines for Interview- S '
|l ers,” New York City Voluntary Action 1 L R
H Corp., 61 Chambers St., New York, NY
|l 10007. $1.00. Reprinted with permis- E ' - —
Sion.. SRR e Telephone i
—— —Open (Wot Closed) — | =5

1l Questiomns

Use questions and positive listen-
| ing to get the volunteer to tell his/her
{ story. Ask questions to show interest.
. Ttisimportant to bring out facts or to
get the reactions you need, and also to
keep the interview on the beam. When
using questions, state them clearly so
_ the volunteer will understand the in-

formation you want. Avoid questions
__that can be answered by “yes” or “no.”

Instead, begin questions with “who,”
e | “what,” “why,"” “where,” “how.” This

" type of question can help you evaluate

by showing attitudes, judgments and
| reactions. e

Ignore ¥our —— s gl
| Impressions ====0— ' }

Consider each fact about the vol-
e unteer in relation to all others, Avoid  —From Step by Step: Management of
basing evaluation on impressions. the Volunteer Program in Agencies by
- - | e Consider the volunteer's SKAPATI Marie MacBride, Volunteer Bureauof
—Skills, Knowledge, Ability, Bergen County, 389 Main St., Hacken-
Physical status, Aptitudes, Traits, sack, NJ 07601, 1979. $4.00. Reprint-
Interest. ed with permission.

Family and work restrictions on time available:

M i
ust be home by 3:00. or cannot work weekends, or vacation is in July)

Attitudes L o=

Moward ageney’s clients; e <ty with clients — ncontact
ents; will work directly with ol
d lents — or in nancon
assignment, self concept; will or can take d rections; self propelied, eic, )

~| Education, Aptitude, Skilis —

Mativation

[Why he wants to volunie t arienc Y interested
tunieer, other volunteer experience, why |
: unt, e,
i this job? leading to a career? trying 3 new type of work?) 4

-_— . ]

Heaith

fany physical limitations?)

Transpartation

{is this a problem?)

o —

Intarviawe:'s Comments

5 (limited viewpoint? han ? i
in| angups?  growth potential?  good ideas? controllad? etc.)
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