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A Glossary
(Or what | mean when | say. . )

Citizen Participation is one of the government’s terms for volunteer programs.

Manager, leader, coordinator, director all are terms used for those people who assume
responsibility for a volunteer program being developed and maintained. The
term manager is used in this workbook.

Management Team refers to those people, paid and unpaid, who assist and support
the volunteer program manager by planning and implementing volunteer
management functions.

Management Functions are the activities or actions that enable the volunteer to
accomplish his/her job. These are: needs assessment, planning, job de-
velopment, recruitment, orientation, interview and placement, training, super-
vision, record keeping, evaluation, and recognition.

Organization, agency, church or synagogue, group, or school all describe structures
within which people volunteer. | most often refer to ‘organization’, but the
information applies to your program base, whatever term describes it.

Volunteer Programs can be found in agencies, churches, groups, schools, and
organizations of all sizes with varied levels of sophistication. This workbook is
directed mainly toward people working where there is a program or a “plan or
system under which action may be taken toward a goal.”! While this definition
indicates there is some structure, the materials in this workbook also apply to
informal, minimally structured volunteer activities.

Volunteer — anyone who gives his or her time and talents by choice and without
monetary reward. This includes people who are given enabling funds (reim-
bursed transportation expenses, etc.), students who volunteer for class credit,
and people who choose to volunteer as an alternative sentence in a court of law
(court referral program). These people still choose to give their time and talent.






Section |

WHY HAVE VOLUNTEERS

If your organization or group consists
only of volunteers, the basic answer to this
question is easy. Without the volunteers, the
organization or group wouldn't exist. Volun-
teer involvement also can contribute to the
goals of an organization or group that could
function without a volunteer program. For
example, hospitals certainly could exist
without volunteers, though some patient
services wouldn’'t be available unless
people donated their time.

Lists of advantages and disadvantages
to having volunteer involvement are pro-
vided on page 11. Which of these exist for
your volunteer program? You'll think of others
... just add them.

These advantages and disadvantages
explore a very basic issue. Do the advan-
tages outweight the disadvantages? If the
advantages aren't of greater value, effective
management may not be what is needed.
Instead, perhaps there shouldn’t be volun-
teer involvement at all.

Both the positive and negative points
about having volunteer involvement need to
be acknowledged. The positive factors
make it worthwhile to spend energy on ef-
fective management. Some negatives can
be altered by good planning and manage-
ment; others cannot, and must be viewed
realistically.

Perhaps there have been complaints
about having volunteers in your organiza-
tion. Reviewing the advantages may remind
those who feel burdened just how important
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volunteers are. If everyone is committed to
and excited about having volunteers, it is not
necessary to spend much time on this
question.

Throughout this workbook, the man-
agers of volunteers are encouraged to share
their responsibility with others — program
supervisors, program staff, volunteers, and
those receiving benefits from the program.
Now is a good time to start.

Here are some suggestions on how you
might explore this question:

Invite others to look at the list on page
11, discuss which items affect your program,
and identify which are most important in your
organization. This could be done informally
over a cup of coffee or as a meeting agenda
item in a more structured setting.
or
At a meeting, invite people to
brainstorm the advantages and disadvan-
tages of having volunteers, then discuss the
value of each issue named, deciding which
have priority influence. Keep the list to use as
a reference after brainstorming.
or
Start a bulletin board poster with a few
thoughts about why your organization or
group has volunteers. Invite people to share
their thoughts by adding their ideas to the
poster.
or
Design an activity especially for your
group.






What Factors Influence Your
Volunteer Program?

No one disputes the fact that our society
is changing rapidly. Some of the changes
directly influence volunteering in the United
States. There are also influences unique to
your program: the community where you
live, the organization itself, and the people
involved. Each of these will be addressed as
you prepare to answer, “What factors influ-
ence our volunteer program?”

CHANGES IN VOLUNTEERING
NATIONALLY

Volunteer activity is viewed by many as
declining. Actually, more people are giving
their time than in the past and they come
from more varied backgrounds. A 1974
Census Bureau survey commissioned by
ACTION, the U.S. Agency for Volunteer
Service, determined that one out of four
Americans over the age of 13 did some form
of volunteer work that year. In other words,
nearly 37 million Americans gave time,
energy, and effort as ‘helping people’ serv-
ing specific causes in 1974. An update sur-
vey of the nature and scope of volunteering
is pending; all indications point to increased
numbers.

There are many reasons why the num-
bers of volunteers are growing. “The steady
increase in the amount of discretionary
time available to people means that there
will be a vast increase in the amount of
volunteer time available and in the variety of
persons potentially available as volun-
teers.”2 Thisis one of many changes cited in
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The Volunteer Community, by Eva
Schindler-Rainman and Ron Lippitt. Both
private and public employers are en-
couraging their employees to donate vol-
unteer services. People are retiring earlier
and living longer, so retirees have more time
to give. Young people see volunteer work as
career exploration and a positive way to
express their idealism. Groups seeking
change organize volunteer projects in sec-
tions of the population where formalized
volunteering isn't a tradition. These include
neighborhood organizing and ethnic action
groups. InVolunteering 1979-80, arenewed
dimension in volunteering is identified. “Ad
hoc volunteering . . . (such as) the efforts of
citizens to integrate Vietnamese refugees
into countless communities — clearly was
on the upswing.”3

In the past, the traditional volunteer
was the married woman whose husband’s
income sustained the household. This is
changing as women today explore other
options, such as a return to school or work.
In addition, the number of women who are
heads of households is increasing. Now
when women choose to volunteer, they
generally expect their experience to offer
some potential for personal growth.

In our society, mobility continues to grow.
This influences volunteer turnover through
shorter term commitments. But a move from
the community is not the only expression of
mobility. Now people feel freer to determine
if and where they wish to express their tal-












What Factors Influence Your
Volunteer Program?
Your Program Is Unique

(—_ Community

Purpose,
Funding,
history,

The People

Who they are

~——— The Organization

)

How they work together
Why people volunteer
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Purpose of the Organization

The purpose of the organization or
group, the reason for its existence, directly
influences the volunteer program. People
choose to be involved in activities and
places that appeal to them and reflect their
own values and interests.

Why does your organization exist? The
response to that question is often a scoffing,
“Everyone here knows that!” It's easy to as-
sume that the reason for existence (mission
or purpose) is understood and agreed upon.
In reality, it's seldom discussed. The mission
or purpose tells who is served and in general
terms what is offered, and should not be
confused with specific goals.

An equally important question is, “What
is the purpose or mission of the volunteer
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program?” Why, in general terms, does the
organization have a volunteer program. Vol-
unteer involvement must relate to the overall
purpose of the organization, as seen by the
people who choose to work in the prograrn. If
these purposes don't mesh, the volunteers
may feel disillusioned. The image of why an
organization exists draws people to it. If the
organization is different than originally en-
visioned, the volunteer may leave.

When the purpose of the organization
and of the volunteer program is not agreed
upon by the people involved or affected,
public relations efforts and improved com-
munication are advisable. Individuals may
never completely agree upon their visions of
purpose, but healthy progress can be made
when the differences are acknowledged.










































Your Community

Every community is unique and it is
important “to understand just how your
community influences your volunteer pro-
gram. Seeing only your program without
taking time to explore the ‘big picture’ lim-
its vision and can hamper potential
effectiveness.

Sometimes the most obvious factors
are overlooked; for example, the high per-
centage of rental properties in an area of
high mobility. Often when high mobility
exists, there are complaints about the
shortage of volunteers and the problem of
turnover. Concurrently, the ‘'short term’ resi-
dents aren't actively sought as volunteers.
When you know your community, you can
plan more realistically. The people who can
only make short term commitments can be
part of a successful program. Volunteers
are given opportunities to be involved in the
new community, meet people, and make a
contribution. The program benefits by hav-
ing more volunteers and people with real
understanding of the challenges that ac-
company frequent moves. Military bases
know that their people are on the move.
They plan for short term commitments and
have very effective volunteer involvement.

Some benefits of knowing your own
community include the possibility of collab-
oration, both in offering better services and
in sharing with others who are interested in
the same thing. It is discouraging and de-
trimental to your organization if a program
fails because it duplicates an existing serv-
ice. So pitfalls can be avoided, too, by re-
searching your community.
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How do you find information? Re-
sources include official records (census
data and government agencies research),
the library, the Chamber of Commerce,
local planning groups, large umbrella
human care service organizations like
United Way, and coalition groups. Invite
other people in your organization to share
their knowledge and understanding.

Worksheet 6, COMMUNITY, outlines
characteristics that give a community its
unigue identity. Answering the following
questions aids you in determining how your
volunteer program is affected.

Population - Are there language barriers
or cultural expectations to consider? Does
population shiftinfluence long range plans?

Economics - Who is unemployed? Are
many women working?

Mobility - Are people hesitant to make
commitments or willing to make only short
term commitments?

Transportation - Are car pools needed?
Are more neighborhood based services
advisable? Would reimbursement for gas
mileage enable people to volunteer?

Weather - Are volunteers unwilling or un-
able to participate some seasons?

Political Structure - Who has the power?
Who can help you?

Existing Community Services - Do we
avoid duplication of existing resources?
Community Needs - Do we respond to cur-
rent needs? Are we willing to alter our goals
to respond to unmet or new community
needs?



Worksheet # 6
How Our Community Influences
Our Program

Goal: To consider how our community influences our organization and our volunteer program.
Suggestions: Consider each category. If the information doesn’t apply to your program, check the first column, ‘info not
relevant'. If you feel a category does influence your program, obtain general facts that can help you in future planning. The

guestions may guide your decisions about how much influence exists.

CHARACTERISTICS OF OUR
COMMUNITY
Rural/urban/suburban
Population
% of youth, senior, ethnic groups
Family structure (single parent, nuclear family)
Amount of population shift

Economics
Employment rate, cost of living, tax base, type of industry
Current national economy

Mobility of total community and of our program participants —
% military, % rental vs. owner occupied homes, migrant workers,
seasonal population changes.

Education
Level of education of community & of program participants
Community education system

Transportation
Public transportation availability
Fuel shortages

Weather
Changeable or consistent

Political Structure
Funding for human care services
Attitudes of current governing body

Existing Community Services and Resources
Recreation, health care, public safety, housing

Community Needs
Recreation, health care, public safety, housing

INFO NOT INFORMATION IMPORTANT
RELEVANT (Record & include info sources)

What other information do we need to know about our community for our particular program?* What are the most important

influences?

REFER TO THIS INFORMATION IN PLANNING FOR YOUR VOLUNTEER PROGRAM! ‘

*Additional information for: CHURCHES/SYNAGOGUES
SCHOOLS # of registered members
Community attitude toward school's effectiveness #of active members
Test scores % of people in community who do/do not claim religious affiliation
Numbers of private/parochial and public schools Ecumenical efforts in community
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Leadership Style

Many theories exist and are developing
about leadership. I've chosen to concentrate
on Paul Hersey and Kenneth Blanchard's
Situational Leadership Theory. Their mate-
rial is practical, easy to apply personally,
and provides valuable potential insights for
any volunteer program manager. Materials
are available that expand the short introduc-
tion provided in this workbook.

The ways you, as manager, accomplish
tasks and relate to people reflect your par-
ticular leadership style. Leadership style is
defined by Hersey and Blanchard as*. . .the
process of influencing the activities of an
individual or a group in efforts toward goal
achievement in a given situation.”® They
identify two types of leadership behavior.

“Task behavior is the extent to which aleader
engages in one-way communication by ex-
plaining what each follower is to do as well as
when, where, and how tasks are to be
accomplished.

“Relationship behavior is the extent to which
a leader engages in two-way communica-
tion by providing socio-emotional support,
‘psychological strokes’, and facilitating
behaviors.””

A manager’s own values system and
needs influence his or her emphasis on task
and relationship behaviors. A style prefer-
ence generally evolves as a person experi-
ences leadership, and may emphasize de-
fining tasks, relating to people, or some
combination. One volunteer program man-
ager might be more comfortable directing
others in setting up the physical area for an
orientation, which involves accomplishing a
task. Another manager may feel most
fulfilled when enabling others to participate
in the new volunteer orientation process.
This sharing of leadership responsibility is
an example of relationship behavior.

Four styles of leadership are described
in Situational Leadership: High Task and Low
Relationship; High Task and High Relation-
ship; High Relationship and Low Task; Low
Relationship and Low Task. Hersey and
Blanchard propose that a leader’s preferred
style can and should be expanded. There is
a need to be flexible, because the appropri-
ateness of leadership style depends upon
the specific situation that exists. A leader
expands effectiveness when he or she
learns to analyze a situation, then respond
accordingly.

This example indicates very basically how a manager of volunteers can apply these principles. The situation: A volunteer
program has expanded and the full time volunteer program manager needs office assistance. A one half day a week position of
office assistant is developed. Responsibilities include typing, some record keeping, and answering the phone. The volunteer who
is placed in the position is new to the organization, but received a general introduction to organization purpose and goals at an

orientation session.

Situation Leadership Style

The volunteer is
new to the task

Give strong support in helping the volunteer un-
derstand the task (High task/low relationship)

(The volunteer is given information about the specific job; where supplies are kept,
how to use office equipment, where to locate information when answering phone calls)
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Delegating Responsibility

Many managers feel it's easier to "“do it
myself.” This eliminates the risk of jobs not
being accomplished, but unless the man-
ager is a superperson, he or she can be-
come very overworked and weary. Potential
benefits of the volunteer program can be lost
unless responsibilities are delegated. With
shared responsibility, more people give
input and- feel an integral part of the
program.

Marlene Wilson observes in her book,
The Effective Management of Volunteer Pro-
grams, that “What delegation does not do is
eliminate work, it simply changes it. As a
personis able to delegate appropriately, you
see a multiplier effect occur. The time spent
doing one job can be spent in enabling sev-
eral people to do numerous jobs.”8

To make delegating easier and safer
consider:

1. Attitudes in the organization re-

garding shared responsibility

2. Problem prevention through good
management

3. What alternate plan exists in case a
problem does arise and a job isn't
being done

1. What is the attitude regarding shared re-
- sponsibility?

Is a job really delegated or is there
someone overseeing each step? Since the
manager does retain accountability for the
program, some supervision is appropriate.
However, effective delegation allows room
for the volunteer to be creative.

Is there a history of people being ex-
pected to assume responsibility or does
everyone feel a few people do all the work?

How is delegation of responsibility de-
cided? Is it a shared process?
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2. Problem prevention — Are these points
considered when a person is offered a re-
sponsibile job? Is the volunteer. . .

. .brought in on planning

. .Clear about what the job involves after
mutual negotiation

..placed in a responsible position that is
appropriate. for his or her interests and
talents

. .given adequate orientation and training

. .offered support with an appropriate
amount of supervision

..aware of what records need to be kept

. .given time for two way evaluation on how
things are proceeding

. .made to feel appreciated

(Each of these points represent manage- .
ment functions, and are explored in Section

D)

3. Is there a plan for change if the job that
was delegated is not being accomplished?

Needs change when a job isn’t being
done. A new plan is in order, so the task can
be implemented. And if evaluation is an on-
going process, you as manager can identify
a problem while there is still time to do
something about it. Your volunteer program
can be equally prepared to solve a problem
as to prevent one.

Let’s think through an example. A vol-
unteer wanted to assume leadership in
training new volunteers and, in your judge-
ment, had the qualifications to do the job.

- Evaluations indicate the training done by the

volunteer was not effective. Your goals are to
have training accomplished (task) and to
give growth opportunity to the volunteer.
What are the needs now that the job isn't
being accomplished? How does the volun-
teer feel? Perhaps he or she is overwhelmed
and overestimated his or her ability. Perhaps






Worksheet #8

Where Are We Right Now?

This volunteer program management opinion survey is designed to: a) involve people in an evaluation process, b) give
credit for what's already working well, and ¢) help determine what is needed to improve effectiveness. You may identify a need

that isn't covered in this survey. Add your own, please.

It may be difficult to decide which column applies to your situation. The responses are value judgments. The process of
sharing opinions increases validity of the survey results. Do invite people who have diverse viewpoints to participate.

Here are suggested guidelines for the survey options:

Wedothis..................... Could range from outstanding to adequate
We plantothis................. Concrete plans exist to implement in the near future
We need to work on this ........ Aware of need, but no current plan to implement
We don't need this............ At this time could function well without
Check the column that reflects your current evaluation of the volunteer program.
We do We plan
this todo
PLANNING this

We do
not need
this

We need
to work
on this

The purpose of the organization/group is understood and agreed upon
by the planning group.

The purpose of the volunteer program is understood and agreed upon
by the planning group.

Planning is accomplished by a team (for example: manager of the
volunteer program, paid staff representatives or organization
officers, volunteers)

Organization/group needs are surveyed as a basis for planning

Needs are valued in order of importance. '

The following are considered in planning:

" Why volunteers are involved
Changes in volunteering
Forces influencing our program
Organization purpose, funding, and history
People — volunteers, staff, those receiving program benefits
Community — strengths and challenges

Obijectives (actions that facilitate meeting purpose and goals) are
achievable, measurable, and time oriented.

Everyone understands who is responsible and accountable for each
objective.

Management is shared, but well defined.

Communication lines are open among staff, volunteers, and the
volunteer program manager.

The volunteer program has a budget. Funds are available to
implement the plan.

Controls are set to keep us on target, such as standards of
performance, opportunity for feedback.
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bursed financially. Yet funding is seldom
preplanned for the volunteer program. Ef-
fective management is difficult to achieve
when every minor expense has to be
requisitioned.
Some budget items could include:
— Staff salaries — paid managers are
increasing in number as professional
preparation and recognition of the
value in having a staff position in-
creases.
— Inservice time, travel reimburse-
ment, and office space are costs if the
manager (paid or nonpaid) is on site.
— Other expenses include office
supplies, printing, resource materials
and mailing.
— Reimbursement of volunteer’s out of
pocket expenses.

Plan Based on Purpose

Your organization or group has a pur-
pose or mission, a reason for being. The
volunteer program also has a purpose. This
purpose enables volunteers to help meet
the organization's goals and at the same
time responds to volunteer needs. Equal
response to program and volunteer needs
at all times isn’t possible or necessary.
Sometimes more effort will be expended on
program and other times on volunteer
needs. However, there is need for overall
balance.

The results of planning are clear objec-
tives that are specific, measurable, and
possible to accomplish. The worksheet

guides in Section Il direct your planning for.

specific action steps within a measurable
time frame. Objectives also must be possi-
ble or ‘do-able’. Everything covered in this
workbook doesn’'t have to be accomplished
for a program to be effective. Limitations
exist that must be considered while plan-
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ning. The amount of time you, as manager,
can actually spend working with volunteers
(when in a part-time position or having other
program responsibilities) is one considera-
tion. The budget of the volunteer program
has an impact. There is cost, even when
there are no paid staff. The degree of sup-
port from the person or persons accounta-
ble for the entire program or organization
influences how much can be ac-
complished. The amount of support and
time committed by those who supervise
volunteers also determines what plans can
be made. Here is an important caution. Plan
to implement management that works for
your organization, and don't try to do more
than is possible. Nothing is more dis-
couraging than having unrealistic objec-
tives. It's a design for failure.



















Recruitment

“We need volunteers! How can we re-
cruit them?”

STOP. One of the most important
strategies for successful recruitment is
careful timing. First plan to RETAIN volun-
teers, then recruit. Too much energy is
spent recruiting before enough preparation
is made to keep them.

What is the desired outcome, or result
of recruitment? Numbers brought into an
organization have little significance if there
are equally large numbers leaving. Some
avoidable problems cause dissatisfaction.
Too many volunteers think a job is this
big 1 and it turns out to be this big!
[ 1 Then otherindividuals volunteer
and are never called. Newly recruited vol-
unteers are ready to be oriented, trained,
and placed in a job. If that doesn’t happen,
people lose interest or go elsewhere to find
a place that is ready for them.
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Steps To Take in Planning Recruitment

What is our purpose, our need for vol-
unteers? That must be clear to you and
communicated to potential volunteers. Be
specific also about what jobs are available.

It is important to know whom you are
trying to reach. Think back to the changes in
volunteering. Women are exploring options,
so don't plan only on the moms. Earlier re-
tirement and shorter work weeks for many
people who work are factors to be consid-
ered. Students may be exploring careers or
anticipating classroom credit. The first
peopleto approach are those who share the
interests and values of the organization.
And try not to recruit too many or too few.

It may be helpful to examine expecta-
tions. Do you, as manager of a volunteer
program, really believe new people will ac-
cept responsibility? Is there a willingness to
risk asking people who haven't worked with
the program? It is easiest to approach those
who are already involved, but this is very
limiting.

Recruitment takes place as anongoing
process, accomplished by everyone in-
volved in the program. An annual recruit-
ment drive may be helpful. If you advertise
all jobs before the program cycle begins,
prospective volunteers can look at a total
overview of options. Then the program
manager needs to keep everyone updated
on jobs that open during the rest of the year.
New jobs and replacement opportunities do
become available.


















Who will be
attending?

ORIENTATION

What are their needs
and expectations?

What do we want
to have happen?
OUTCOME

How can we
make it
happen?

New board members

Returning
board members

New members —
What will be expected
of me?

Returning — not wanting to waste

New members have basic
info needed

Build community

Stay within time frame —
Be well organized

Involve returning
members as active

Executive committee time with info already known Set precedence for participants
ongoing board
development
MEETING DESIGN
Time Activity Who's in charge? Needs
Arrangements
9:00 Negotiate expectations President Tentative
for morning - this board agenda on
as a unit — new for all chart paper
9:10 Why are we here? What Member of orientation Questions sent in advance
is our purpose? planning committee Constitution as reference
(consensus experience)
9:30 Individual sharing in triads Member of orientation "
My personal expectations as planning committee
board member are . . .
The skills | bring are . . .
(Listening skills)
9:45 Large group sharing of triads Member of orientaticn
(Build community) planning committee
10:00 Picture our organization Returning Chart paper
(gather data — brainstorming) board member pens
10:15 Questions, discussion of Officers Orientation
Constitution, budget process, etc. packet
(Orientation packet)
5 min. Break
10:45 Goal setting for year Orientation planning Chart paper
12:.00 Review of committee structure Committee Work within
orientation to committees chairpersons committees
Lunch & socialization
FOLLOW UP — Who is responsible?
Written orientation materials needed:
Before Meeting — Orientation packet During Meeting - After Meeting —
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Interview and
Placement

The range of placement procedures in volunteer programs today spans from:

Least Effective
Advertise a job title
Wait and hope for a response by a volunteer
Take whomever volunteers and be glad to have a warm
body

The results of effective placement are
significant. Program goals can be better
met if volunteers are working in positions
they're capable of handling well. Super-
visors can anticipate constructive work re-
lationships when they've contributed to the
placement decisions. Supervisors' jobs are
supported, not obstructed. Volunteers can
expect their needs to be met and can feel
comfortable that they have the ability to do
the job.

Making time to screen and place vol-
unteers reinforces a commitment to both the
job being done effectively and volunteer
needs being met. If you, as a program man-
ager, have ever faced the uncomfortable
role of ‘dismissing’ or reassigning a volun-
teer, you know what a time and energy
saver good placement is.

THE INTERVIEW AND PLACEMENT
PROCESS is the responsibility of the volun-
teer program manager, but it can be dele-
gated to others and coordinated by the
manager. All or some of the following steps
are included in this process:

1. Exchange of information — both written
and verbal
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to

Most Effective
Assess needs that can be met
Develop a job description
Develop a screening process
Recruit
Interview and make a decision based on mutual needs
Placement

The potential volunteer shares information
with the manager

____Vital statistics (address, phone, etc.)

____ Past work/volunteer experience

____ Interests and skills

_____ Why decision to volunteer (values, ex-
pectations, motivations)

____Time available

The volunteer program nianager
shares information with the volunteer

____Screening process

__ Organization purpose, structure pol-
icies

_ Overview of volunteer program

— What jobs are available

___ Generalexpectations and limitations of
volunteers

2. Discussion and clarification of the infor-
mation: Give both the volunteer and the
manager an opportunity to ask ques-
tions and make sure there is mutual
understanding.

3. Initial screening, mutually accomplished









Worksheet # 13
Interview And Placement

Goal: Clarification of current or future . . . Interview and Placement ‘
Suggestions: Record any process steps that exist at this time. Add additional steps desired,

using this worksheet as a planning guide.

OUR ORGANIZATION SCREENING PROCESS IS. . . .

(describe briefly)

INFORMATION WE FEEL NEEDS TO BE EXCHANGED INCLUDES:

(check which apply to our program)

Potential volunteer shares this information
with the manager

___Vital statistics (address, phone, etc.)
___ Past work/volunteer experience
___Interests and skills

___ Why decision to volunteer, values, ex-
pectations

__ Time available

OUR (WRITTEN) AGREEMENT INCLUDES:

The volunteer agrees to. . ..

__Accept job responsibilities and limita-
tions

——_ Accept guidance of manager and
supervisor

— Follow policies of organization and un-
derstand the structure

__ Participate in training
— Notify of absense or termination

Volunteer program manager shares this in-
formation with volunteer

— Screening process

_ Organization purpose, structure, and
policies

__ Overview of volunteer program

— What jobs are available

— General expectations and limitations of
volunteers

The organization agrees to. . . .
— Provide supervision
___Provide orientation & training

___ Provide work conditions that are the
same as any paid staff

— Provide liability insurance

— Evaluate volunteer performance and
share evaluation with volunteer
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Training

Effective training helps people volun-
teer and benefits all those who work with the
volunteers. A volunteer who understands a
job and develops needed skills is better
prepared to:

1. experience job satisfaction,

2. work independently and assist

supervisors in their jopbs, and

3. provide greater benefit or service to

the program.

Several types of training opportunities
can be offered.

In Preservice training, the basic knowl-
edge and skills needed before starting a job
are presented. These include task respon-
sibilities and limitations, general information
on how to do tasks, and where things are
located that are needed for the job. People
are anxious to get started on a job, so pre-
service needs to involve atime commitment
that adequately prepares the volunteer, yet
involves him or her as soon as possible. For
some tasks, it could be an extension of the
general orientation.

Inservice training objectives offer op-
portunity for more specific understanding of
tasks and how interrelationships occur. On
the job training and ongoing skill develop-
ment encourage growth. Inservice should
be designed to meet the ability and skill
level of the volunteer as much as is
possible.

Continuing Education opportunities
are the general interest topics that don't
necessarily relate to a specific job. These

66

do relate to the general purpose of the or-
ganization. ldeas for continuing education
and career development can come from
volunteers and the management team.

Training for supervisors enables those
working with volunteers to increase their
supervisory skills and offer more effective
training for the volunteers.

It is the responsibility of the volunteer
program manager to make sure that training
is planned and ready to be offered to vol-
unteers before they begin their involvement.

Learning objectives state what you
want to accomplish. These objectives need
to be possible to achieve, specifically
stated, and measurable. The organization
has a responsibility to set minimum expec-
tations for each position. Then it has to be
decided how the learner (volunteer) can
move from where he or she is to where the
trainer wants him or her to be. It is important
that training expectations be realistic for the
job. Iftoo much is asked in proportion to the
amount of skill or knowledge needed, vol-
unteers may judge the training to be irrele-
vant and resent giving their time. If too little
training is offered, the job may not be ac-
complished.

There is no job so simple or unimpor-
tant that some preparation wouldn't be con-
structive. | recall my first volunteer commit-
ment in my children’s school. | was asked to
phone people and ask that they donate
party refreshments. The parents | called
were so happy to receive a call from the



school or a representative from the school,
that they asked me questions and shared
their concerns. As a new parent, | wasn't
even prepared to redirect them to someone
who could help. | could have been more
effective with just a little training and some
minimal information about where to refer
questions.

Even the best qualified volunteer can
be more effective with some training. Each
setting is unique and each program year is
different. For example, an experienced
teacher may not see the need for training to
work with children in a particular volunteer
program. Perhaps little training is needed,
but the uniqueness of a position includes
working as a team member in a particular
setting. The amount of learning needed
does vary according to difference in
background and past experiences of each
volunteer. However, when large numbers
are involved in a training session, needs of
the majority have to be addressed. Individ-
ualized needs have to be met at a different
time.

Instructors

While the manager of the volunteer
program does oversee volunteer training, it
is unlikely one person has the time or ability
to do it all. Supervisors, committee chair-
persons, and people responsible for a pro-
gram project are accountable for what hap-

pens in their areas of responsibility. They
are best qualified to actually do training for
their specific jobs, or to delegate that train-
ing to someone else. Experienced volun-
teers can gain personal and leadership
growth when accepting training
responsibility.

Capable people within your organiza-
tion can present continuing education. You
might also invite a speaker or facilitator from
outside your organization to offer training.
Adult school, community based continuing
education programs, and other organiza-
tions that share your interests may have
talks or workshops that would enrich your
volunteers and staff.

Perhaps you can post a master calen-
dar which includes preservice, inservice,
and continuing education opportunities
within your organization and in the commu-
nity. Then the volunteers can take some ini-
tiative in planning what they want and need
for their own enrichment, beyond the mini-
mal and ongoing expectation for each job.

Content

Content of training depends upon the
task to be done, the situation where the
volunteer is to work, and other variables.
Training may focus on a combination of
skills, knowledge, attitudes, and values.

These examples are not all inclusive,
but demonstrate the variety of content for
the same position.

Position

Counselor (for a crisis
intervention program)

Newsletter editor (for
any org./group)

Team parent (youth
recreational sports)

Skills
Communication
Writing

Run office machines

Communcation
Finding parents at home

Knowledge

Client needs
Program goals

Of organization
& community

Time & place of
practices & games

Attitudes and Values

Sensitivity & respect for
individuals

Excitement about program

Perseverence
Sense of humor
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How do you determine content and
amount of training for each position? Some
input is received with the job development
information that was requested from super-
visors and current volunteers. Specific
training needs also are determined by re-
viewing volunteer program records and
past training evaluation forms. Input from
those people directly working with the vol-
unteers can be requested. Then decisions
on content can be finalized by the trainer.
Timing

Time limitations exist for everyone.
Whenever possible, plan training at a time
the volunteers are already on site. Aworking
coffee break may provide opportunity for an
inservice filmstrip and discussion. On the
job training includes demonstrations by a
supervisor or an experienced volunteer —
with some information (“this is what I'll do”)
shared before the on the job training and
discussion (“this is how it applies to you")
after the experience. Training doesn't hap-
pen all at once. It is an ongoing process.

Method

Training Volunteer Leaders, published
by the Y.M.C.A., provides the following re-
flection for any potential trainer on “How
Adults Learn . . "

“ .. Adults learn when they have strong motivation for
learning.
. Adults learn when the experience is satisfying and is
accompanied by feeling of success.
. Experiences which foster a better self-image (and
greater acceptance of self) are conducive to learning.
. Learning takes place in a non-judgemental climate
which is characterized by openness, empathetic un-
derstanding, acceptance, valuing, trust, and caring.
. People learn more efficiently through having experi-
ences than by such means as reading, listening to
lectures, or watching movies.
. Adults learn best when they can define their own
learning goals.
.. The opportunity for experimental tryout behavior with
feedback facilitates learning.
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. . Adults need the opportunity to apply theirlearningsina
variety ways with feedback, and feedback on feed-
back.

.. The content of learning needs to be applicable and
relevant to the participant’s back home group and
situation.”°

The actual method of presenting
information and experience depends
upon the needs of the participant and
the abilities and resources of the
trainer. Diversity makes learning more
enjoyable. Some options are ‘learning
by doing,’ such as: experience on the
job, simulated learning, discussion,
and audience participation. Presenta-
tion methods include: lecture,
filmstrips, video tapes, field trips,
exhibits, and movies. Written materials
and library resources offer extended
opportunities for self directed learning.

Cost

Training can represent a significant
budget item in a volunteer program. If pre-
service and inservice are done by staff, the
training is a cost factor through the staff
salaries. Outside trainers may volunteer, or
often charge a reduced fee for nonprofit
organizations. If a volunteer attends a
community sponsored lecture or workshop
that relates directly to his or her volunteer
position, who pays the registration?

The value of well trained volunteers to
your organization is an issue to be dis-
cussed. Your organization training policy is
reflected in the volunteer program planning
and budget. You can safeguard your in-
vestment. If training cost is high for a partic-
ular position, the expected time commit-
ment is generally longer. You don't want to
train someone extensively who makes a
short term commitment to your organiza-
tion. A volunteer who is especially well
trained can also train other volunteers.



Worksheet #14
Training

Goal: To design and coordinate training opportunities for volunteers.
Suggestions: After receiving input from others re: training needs for each position, develop

learning objectives and plan for implementation.

POSITION CONTENT TIME METHOD INSTRUCTOR
(general description)

Preservice — learning objectives

Inservice — learning objectives

POSITION
(general description)

Preservice — learning objectives

Inservice — learning objectives

GENERAL INTEREST CONTINUING EDUCATION
Topic and Objectives
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Supervision

Remember the very first question in this
workbook, "‘Why have volunteers?” One
given of volunteer involvement is that it
takes time and energy to keep a volunteer
program functioning. The supervisors of
volunteers are people who give that neces-
sary time and energy. Supervisors include
project chairpersons and people who have
volunteers working in their particular de-
partments or areas of responsibility.

There have to be benefits for the
people who supervise. What are the results
of supervising volunteers? Is something ac-
complished for the program and/or is the
job of the person supervising expanded or

enhanced?

The supervisor deserves to see an
overview of how his or her role fits with the
volunteer program manager and with the
volunteers. It is difficult to define a super-
visor's responsibility unless the volunteer
program manager’'s responsibilities are
also clear. The management functions re-
viewed in Section Il can be negotiated to
clarify role expectations. The primary re-
sponsibilities vary in each program de-
pending upon the program needs and per-
sonnel available. The following division of
responsibilities provides a workable exam-
ple.

ROLES/RESPONSIBILITIES RE: VOLUNTEER PROGRAM MANAGEMENT

Management functions

Planning
Job Development
Recruitment
Orientation
Placement
Training (preservice
and inservice)
Supervision on job
Record keeping
Evaluation
Recognition (formal)
(informal)

Volunteer Program

Manager Volunteers
Shared Shared
Shared Shared
Primary Supporting
Primary Supporting
Primary Supporting
Supporting Primary
Supporting Primary
Primary Supporting
Shared Shared
Primary Supporting
Supporting Primary

Supervisor of

/1



Inthe example, “Roles/Responsibilities
re: Volunteer Program Management,” the
volunteer program manager has primary
responsibility for the program and accoun-
tability to the organization. The supporting
responsibilities of the program manager are
availability for trouble shooting and provid-
ing assistance as requested, particularly
when the supervisor is new to the job.

The primary responsibility of the super-
visor in the example relates to the specific
volunteers he or she supervises. Support-
ing roles include: being aware of the total
program, perhaps being introduced at the
volunteer orientation, being able to direct an
interested potential volunteer to the pro-
gram manager for recruitment information,
keeping minimal records of time spent as
supervisor, and saying a friendly thanks.
Planning and evaluation are shared func-
tions, because the supervisor has informa-
tion only he or she can contribute.

Volunteers also need to understand the
responsibilities of the volunteer program
manager and the supervisors: who makes
the initial contract with the volunteer, to
whom does the volunteer report, where
does the volunteer take questions or con-
cerns.

Mutual expectations between the vol-
unteer program manager and supervisors
may change as the program changes. Plan
for change by making time to communicate
and clarify expectations, perhaps mid year.
Then renegotiation is more likely to occur
before problems or misunderstandings
arise.

Attitudes

Basic attitudes toward volunteer in-
volvement are key to successful super-
vision. If a volunteer is placed where he or
she isn’t wanted, the likelihood of either vol-
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unteer or supervisor being satisfied is mini-
mal. If a supervisor is convinced volunteers
won't be any help and consequently doesn't
plan work for them . - . things won't go well.
History influences current attitudes. Even
one really negative experience with a vol-
unteer can make a supervisor wary.

Supervisory skill doesn’'t compensate if
negative attitudes exist toward volunteer in-
volvement. If it is possible, don't assign vol-
unteers to supervisors who don't want to
work with volunteers. However, attitudes
can change. A supervisor may see some-
one else work effectively and be open to
trying at a later date, particularly if not
pushed. If volunteers are going to be used
for the first time in a program, ask for super-
visors willing to pilot the program. People
with positive attitudes will likely come forth.
A successful model is the most convincing
way to validate how worthwhile volunteers
can be.

Skills

Supervisors use the same skills in
working with volunteers that are used in
supervising paid personnel. These skills
can be developed or expanded with train-
ing. There is an added dimension in working
with volunteers . .. they don't have to be
there. Interactions are vitally important. |de-
ally all people working together respect the
value of others. Realistically that doesn't al-
ways happen. The payoff for volunteers is
totally related to job satisfaction, both the
task being done and human relations needs
being met. This doesn't mean volunteers
aren’t open to constructive criticism, direc-
tion, and limitations when presented in a
caring fashion, with reasons for ‘why.’

The following skills are useful to super-
visors:

Organization involves having work












Record Keeping

Too many volunteers start a job with
plenty of energy, but little record of past
volunteers’ successes and mistakes. It
doesn’t take long to become discouraged
when energy is wasted figuring out what the
job really is. The same mistakes may be
repeated. Then the volunteer, at the end of
the job commitment, lacks energy to leave
helpful records. And the cycle repeats itself.

Records of volunteer program man-
agement are needed in addition to general
records of the organization. These include:

New volunteer information — enrollment
Records of volunteer work performed:

Type of work, hours worked, training attended, and
performance evaluation (estimating volunteer pro-
gram time and impact in monetary terms is illustrative
and dramatic ... hours of volunteer work at even
minimum wage represents a sizable sum.

Effect of volunteer involvement:

Numbers served and types of service, changes,

influences; Public relations through volunteer in-

volvement
Management records — how the volunteer program
was accomplished (or not accomplished):

Planning and evaluation information, copies of

forms and fiyers, budget, insurance forms, how

management functions were implemented (job de-
finitions, training, etc.)

Record keeping pitfalls to avoid are:

Elaborate and incomprehensible statistics

Outdated and useless card files

Duplicate forms and records

Unnecessary information recorded

Records scattered among too many staff and com-

mittee members

To eliminate these pitfalls:

Evaluate annually what information is still practical
and really used
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Determine whether questions on forms are pertinent,
brief, and understandable

Have a central file location and efficient procedures

Keep accurate records that provide continuity of pro-
gram

Never let the last copy of any report or record leave
the office — make copies

Any record that involves personal in-
formation must be kept confidential, unless
its release is requested by the individual,
such as a letter of recommendation.

When information is requested for pro-
gram evaluation, records of compiled in-
formation need to be cycled back to the
program participants who gave input.

Some records may be legally neces-
sary. Any injuries must be carefully re-
corded in the manner determined by the
insurance the organization carries for vol-
unteers. Internal Revenue Service mileage
deductions must be available for audit.

Effective record keeping prepares the
organization to document the value of
helping people volunteer. Volunteers may
ask:

If what | do isn’t meaningful to me

and

If the organization goals aren't af-
fected. . ..

WHY VOLUNTEER?


















Recognition

Recognition is not just a way of saying
thank you, but a response to individual
interests and reasons for being involved. It
happens fairly automatically in a well man-
aged program, particularly if the atmos-
phere is friendly. Every volunteer ap-
preciates a smile from the volunteer man-
ager or staff member.

People have varied and changing
motivations. The volunteer program man-
ager and supervisors will likely hear what's
important to the volunteer if communication
is open and if listening is carefully prac-
ticed. Here are some ways of showing ap-
preciation as they could be linked to differ-
ent motivations.

Achievement
Write a letter of recommendation with
accomplishments identified in terms
that can be used in business

Provide Training opportunities that
encourage personal growth

Send a letter of appreciation to
employer
Challenge
Involve in problem solving
Use in emergency situation
Creativity
Invite ideas re: their own job
placement
Put up a volunteer suggestion box
Listen to volunteer ideas
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Independence
Provide interesting job opportunities
Offer good orientation and training
Provide opportunity to work without
close supervision
Let trustworthy volunteers know you
trust them

Interest
Carefully match volunteers and jobs
Sponsor attendance at community
based workshops
Avoid routine task assignments

Leadership
Ask to help with training other
volunteers
Put in charge of project
Invite to participate in planning and
evaluation

Recognition
Have ‘volunteer of the month’ on
bulletin board or in newsletter
Submit name for community level
volunteer award
Give certificate of appreciation at
annual ceremony

Security
Plan carefully — have task materials
ready
Say we missed you when absent
Have name tags for volunteers

Self Expression
Invite volunteer to fill out interest and
talent inventory
Utilize unique talents and interests
Keep environment receptive to









Worksheet # 19
Recognition

Goal: To plan recognition of our program volunteers.
Suggestions: Use samples as a guide.

RECOGNITION PLANNING CALENDAR
Time of year - Activity Who is responsible
Monthly

Mid-year
(in program cycle)

Special events

End of program year

What do we plan to do in the different management functions that helps us respond to volunteers
diversified motivations?

JOB DESCRIPTIONS

RECRUITMENT

ORIENTATION

PLACEMENT

TRAINING

SUPERVISION

RECORD KEEPING

EVALUATION
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Making Enough Time

(to manage volunteers effectively)

Now you have more volunteers and ex-
citing plans to make your. growing volunteer
program more effective. If you're feeling you
don't have time to make the new plans hap-
pen, this section is for you.

When | lived in the midwest, a consis-
tent topic of conversation was the weather.
The extremes, too hot or too cold, made
even the beautiful days worthy of comment. |
recall a point in time when the talk about the
weather began to bother me. There wasn't
much we could do to change the tempera-
ture, and there had to be more interesting
things to discuss.

A similar discomfort began to emerge
several years ago when | heard myself and
many others complaining constantly about
not having enough time. As wife, mother of
four, and graduate student, | was really
struggling to balance all my roles. One of my
professors, Dr. Jim Schmook, presented an
excellent workshop on time management,
which helped me tremendously.

During this same period, | was facilitat-
ing volunteer program management work-
shops. Workshop participants expressed
excitement about and willingness to imple-
ment management ideas. This was dam-
pened by a deep frustration. “I can't do all
the things I'm currently trying to do,” was
repeatedly expressed. Volunteers were
feeling the same frustration about their limits.
The managers heard willingness to volun-
teer, but people were feeling unable to make
enough time to volunteer.
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Jim generously gave his permission to
share his approach in my workshops for vol-
unteer managers, volunteers, and in this
workbook. This section is included to help
you move from “| don't have time” to “I
choose to (or not to) make time for this.”
Making enough time to prevent problems
can actually save time. Its easy to say "l just
don’t have control over my time.” Someone
or something controls our time. We can de-
cide to regain control. If we feel we have
some responsibility for our lives and the way
we live them . . . then we need to be respon-
sible for our time. How we use our time re-
flects how we value life.

Like the weather, there are respon-
sibilities we have that can't be changed. The
way we approach things can be altered. The
challenge is deciding which of our current
activities can be altered and are important
enough to change.

In this workbook you're encouraged to
look at what's happening now in your vol-
unteer program, to decide what you want to
change, according to your's and the or-
ganization's values and needs, and apply
management to make changes that are
possible. The same process applies to
managing your time. You've looked at how
you use your time, what is working well, and
what you want to change. Now plan to con-
trol your time.

Your longterm goalsin life caninfluence
the way you use time today. What are your
personal goals? How does what you're







Worksheet # 20
How | Use My Time

My responsibility as volunteer program manager is:
___ afull time job - 40 hours a week
___a part time job of approximately __ hours a week

___asincluded in a job that involves other responsibilities

___in addition to another unrelated work commitment __ hours a week

___ in addition to the primary commitment of managing a family

Take into consideration the amount of time you spend managing the volunteer program and your other responsibilities. Then
value each item according to how appropriate you feel the amount of time is that you spend. This covers your time as volunteer
program manager, at home and leisure. Evaluation of other work commitments are not included. Check the column that
represents what's happening now:

TM = Too much TL = Too little JR = Just right

VOLUNTEER PROGRAM MANAGEMENT HOME AND LEISURE TIME
™ TL JR ™ TL JR
Attending meetings Commuting
Writing messages Housework: Cooking, Cleaning,
Talking to volunteers Laundry, Other
Answering phone calls Gardening
Making phone calls Attending meetings
Writing memos Talking with spouse/roommate
Talking with executive or president Talking with children
Keeping records Reading
Coffee breaks Home repair projects
Talking with management team members School/adult ed. classes
Typing Outings with family/friends
Making good decisions based on data Planning future time
Counseling Sitting and thinking
Planning projects Listening to radio
Idle chatter Entertaining
Scheduling my time Shopping
Sitting and staring Prayer/meditation
Writing reports Reading - newspaper, books
Talking with people receiving Watching TV
program benefits Budget planning
Daydreaming Exercising - general
Facilitating training Sports - my favorite
Self-improvement classes, meetings Eating meals
Evaluating volunteer program Driving the car
Visiting friends, relatives

How else do you spend your time? And is it too much, too little or just the right amount of time, considering your values and
your diverse responsibilities. When you review your worksheet, look at those things that you feel take too much time. Which
things can be changed? What do you want to change? There are activities you're spending just the right amount of time doing . . .
give yourself credit! There is alsotoo little time . . . for things you wish you could do. What about the project that has remained an
idea, a dream. Or perhaps there is not time to just ‘be.’

The first step in planning is to identify what you want to do:

WHAT DO | WANT TO CHANGE, AVOID?
WHAT DO | WANT TO KEEP THE SAME?
WHAT DO | WANT TO ADD, TO ACHIEVE?
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Learn From Other Managers of

Volunteer Programs

By linking with other volunteer program
managers, you can discover ideas that
work. Hearing about what didn’'t work can
also help you avoid similar mistakes.

Many organizations have national or
state level conferences where people with
like jobs meet. These conferences may al-
ready include workshops or talks on volun-
teer management. Or you may be the one
who can suggest topics you identify as im-
portant or particularly challenging.

A visit to another organization can be
very helpful. Through the survey on page
40, you've identified the management func-
tions that you most need to improve. You'll
be ready to seek specific information. How
do you find an effective program to visit that
has similar challenges?

»* Check that the goals of the organization,
size of membership, staffing (all volun-
teer or one staff member or a large paid
staff), facility, etc. are similar to yours. At
first glance an organization of dog
breeders might not seem to parallel a
square dance club. But these
similarities exist: the group is all volun-
teer, members meet to share ideas and
to socialize with people who are in-
terested in the same things, and funding
is member contributed. If you don't find
a similar organization, locate a volunteer
program that can provide adaptable
information.

v Visit with a ‘manager’ of volunteers who
is effective. You want to gather ideas that
are effective. Good management is ad-
vertised by enthusiastic volunteers. I'd
heard for almost a year about how much
fun it was to work at our local museum of
art. And when | met the woman who
helped develop the program, | wasn't
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surprised to see that she was a good
manager.

v Another way to judge effectiveness is by
growth (or decline) of a program. Num-
bers don't tell the whole story, but
growth can be a clue that good things
are happening.

v Ask someone who knows the volunteer
community for recommendations of
programs that could be beneficial for
you to visit.

Attend Community Workshops or Talks

Your community may already offer
management workshops that directly or in-
directly apply to volunteer programs.

There are over 250 Volunteer Bureaus
and Voluntary Action Centers in the United
States that, as part of their service, sponsor
training events for managers of volunteers.
The San Diego Volunteer Bureau training
includes a one day workshop for new coor-
dinators, specific half day or longer work-
shops on topics such as recruitment, train-
ing, and supervision. Annual volunteer
conferences for managers and volunteers
are offered in the community.

Some chapters of the American Soci-
ety for Training and Development (ASTD)
sponsor training events in the community.
ASTD is an organization for specialists in
training, adult education, and human re-
source development.

Colleges and adult schools in many
communities offer classes on volunteer
program management. If there aren't
classes or workshops specifically in this
field, other business and communication
classes can apply to your job as manager.

VOLUNTEER, The National Center for
Citizen Involvement, offers leadership de-
velopment conferences on local, regional,
and national levels.



SCHOOLS City or county school districts
may already offer workshops for managers
of volunteer programs and for volunteers.
Many large districts have a Director of Vol-
unteer Services. The National School Vol-
unteer Program (N.S.V.P) sponsors an an-
nual national conference

CHURCHES/ SYNAGOGUES Diocesan,
district, or regional level staff may include
management of volunteer programs as an
inservice option, either as a separate work-
shoporincludedinleadership conferences.
The same basic management princi-
ples apply to most volunteer programs, so
don't look just to the inservice programs
offered by your particular institution. Some
of the most invigorating workshops ['ve
facilitated or attended had representatives
from a diversity of organizations. It may be
easier to avoid the distractions of internal
problems when there is diversity.

Using a Consultant or Outside Resource

This workbook guides you and your as-
sociates toward asking pertinent questions
and answering the questions yourselves. It
can help you with much of your manage-
ment planning.

You may have a situation that you can't
resolve yourselves. Look for help from a
person who has background that can be
useful to your particular problem and who
has objectivity. A person from outside your
organization is sometimes needed to facili-
tate problem solving.

What do you look for in a consultant or
“outside” resource?

1. Someone who has information that

applies to your problem.

2. A person experienced in working

with people.

3. Effectiveness in combining infor-

mation and experience - this is de-

termined, in part, by talking with
others who have seen the consul-
tant work

Where do you find someone who can
be helpful? Unless your program is quite
unigue, money is an issue. Too few volun-
teer programs have funds allocated for
program development or for a paid consul-
tant. Look for community agencies that offer
consultant service at minimal or no cost.
The Volunteer Bureau or Voluntary Action
Center would be one place to inquire. Free
lance consultants in program development,
management, and communications are
available in many communities. If a consul-
tant you feel can meet your needs doesn't
have background in the volunteer sector,
reviewing this workbook can serve as an
orientation for him or her.

Don't forget to utilize ideas from the
people who are effective in a management
function because it is common sense for
them. | have a friend who is an innovative,
successful fund raiser. She has no degree
in finance or paid experience in the busi-
ness world. Her ideas and approaches
work . . . and | seek her advice. In my defini-
tion, she's an effective ‘consultant,” and |
call upon her. Do ask the effective people
who can and probably will share what's
worked for them.

Starting A Resource Library

This handbook provides a very basic
introduction to volunteer program man-
agement. For those wanting more in depth
information, | recommend these three
books for an initial resource library.
Effective Management of Volunteer Pro-
grams, by Marlene Wilson

Management theories about

leadership, motivation, organizational

climate, planning and evaluation, de-
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legation - all applied to the tasks that
confront the volunteer director. 1976.
Order from: “Volunteer Readership”
Taking Your Meetings Out of the Doldrums,
Eva Schindler-Rainman and Ronald Lippitt
Provides practical ideas on how to de-
velop more stimulating, enjoyable, and
productive meetings. 1975. Learning
Resources Corporation
Training Volunteer Leaders.
A handbook to train volunteer and other
leaders of Program Groups by National
Council of Y.M.C.A.'s. This concise,
easy-to-follow manual provides a
comprehensive training program for
leaders of small groups. 1974. Order
from: “Volunteer Readership.”
These books and catalogues of materials
that apply to volunteer management can be
obtained from:
Volunteer Readership
P.O. Box 1807
Boulder, Colorado 80306

University Associates and Learning
Resources Corporation

8517 Production Avenue

San Diego, California 92121

Voluntary Action Leadership, a quarterly
magazine, provides technical assistance to
administrators of volunteer program and
non-profit organizations. Every issue con-
tains volunteer related news, issues, opin-
ions as well as “how-to” features on all as-
pects of volunteer program management.
Sample copy available from VOLUNTEER,
P.O. Box 4179, Boulder, CO 80306.
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