





























performance evaluations show that he has al-
ways received very high ratings for courtesy.
His past performance, however, in no way
minimizes your feelings about the recent
meeting.

After sharing your letter with Mr. Williams
yesterday, he asked me to express his regrets
regarding your dissatisfaction with his behav-
ior. He hopes that on your next visit to our
office, he can speak with you personally and
clear up any misunderstanding.

Furthermore, your letter prompted me to re-
view our client service policies with our entire
staff. It’s a lesson that cannot be overempha-
sized.

I greatly appreciate your letter. It shows that
you care enough to help us strive for the best
service possible. Thank you.

Scenario #3:

‘And now, a person who needs no
introduction . .’

a It’s your job to secure the services of Mr.
Johnson, a nationally known author, as
the keynote speaker for your annual con-
ference. Mr. Johnson, no doubt, has a
very busy schedule. Chances are good
that a number of other organizations are

trying to book him for the same date.
What can you do to encourage him to
accept your group’s invitation?

Is your organization important? Is your
conference a significant event? Do your
colleagues deserve to hear this noted au-
thor? Of course! And your request for her
to attend your conference is as valid as
anyone’s. Now, how can you “compete”
effectively for this celebrated speaker?

First, briefly establish your organiza-
tion's purpose as important, and show
why your conference will be interesting.
Create a sense of excitement about the
upcoming event. The key is to quickly
catch the reader’s attention and let her
know that your conference is special.

You should also provide specifics
about the speaking engagement (date, lo-
cation, time, flight arrangements, accom-
modations, etc.). Follow this with an-
swers to the questions you anticipate the
speaker may have.

It's also important to be concise. As-
sume the author is a busy person! Your
invitation to the speaker might read

something like this:

Our 12th annual conference promises to be
our best ever. Over 1,500 people are expected
to attend, many of whom are nationally known
for their contributions in the field. This year,
we’re offering a wide range of events, includ-
ing [list several highlights of your program].
We cordially invite you to be our keynote
speaker.

Your contribution to the conference will be
extremely valuable, and we're sure you’ll find
the program interesting. In fact, before the gen-
eral meeting begins, there will be a group dis-
cussion on your most recent book, focusing on
the issues you raise in the third chapter. Of
course, you are welcome to attend.

Information on the conference's location,
agenda and accommodations is enclosed.
Should you have any further questions, please
call me directly. I look forward to hearing from
you soon — and seeing you at the conference!

Remember, the writing situations that
pose the greatest challenges may give
your organization the opportunity to ac-
complish the most. Approach them in a
positive way!

SEND YOUR ORDER TO:

MONEY BACK GUARANTEE.

Distinctive Recognition Jewelry....for your special recognition needs.
THE NATIONAL VOLUNTEER SYMBOL
Heart logo jewelry available in 14K gold-filled

Combination Tie~Tac Lapel Pin.....Originally $20.00

Stick Pin.....Originally $23.00

The official heart logo Lapel Pin with red enamel.....Originally $23.00
NOW ONLY $20.00 with this advertisement.

Each item comes in its own hard—shell presentation box.

BE PREPARED FOR

NATIONAL VOLUNTEER WEEK

April 26—May 2, 1987

ALL ORDERS MUST BE PREPAID.

anme | Community Information

Volunteer Action Center

2800 Euclid Ave., Suite 600 ® Cleveland, Ohio 44115 ® (216) 696-4262

NOW $18.00

NOW $16.00
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There was no appreciable difference in
how our three member types became in-
volved in volunteering. Participation in
another group was the most frequent re-
sponse.

® Branch Volunteers averaged 18 hours
per year volunteering for AAL. (AAL
members overall averaged two hours per
year.)

m Branch Volunteers averaged 89 hours
per year volunteering for other organiza-
tions, while members not volunteering
for AAL averaged 73 hours per year vol-
unteering for other organizations.

m There were no significant differences
between Branch Volunteers and Outside
Volunteers in the organizations (other
than AAL) for which they volunteered.
Religious organizations were the most
frequent recipients of the volunteering of
both groups.

® Branch Volunteers and Qutside Volun-
teers did not differ much with respect to
the groups benefited through their volun-
teering with other organizations. Both
types of volunteer were most likely to
benefit their congregation or other Lu-
therans.

® Qur three groups of members did not
differ significantly in their willingness to
volunteer more than they currently were,
or in the number of additional hours they
were willing to volunteer.

Relationship between Volunteering
for AAL and Other Organizations
Our findings do not support the proposi-
tion that volunteering for one organiza-
tion takes from volunteering for another
organization. Eighteen percent of those
members who volunteer for other organi-
zations also volunteer for AAL, while six
percent of those members who don't vol-
unteer for other organizations volunteer
for AAL.

Members who volunteer for AAL do
not differ in their volunteering interests
from those who volunteer for other orga-
nizations only. However, when we com-
pared (1) types of AAL projects, (2) lead-
ership with AAL and (3) volunteer roles
with AAL with (1) types of projects for
other organizations, (2)leadership with
other organizations and (3) volunteer
roles with other organizations, respec-
tively, we found no statistically signifi-
cant relationships between any of these
variables.

In this case, our findings may be evi-
dence of role specialization, where indi-
viduals engage in one type of activity
with one organization and other activi-
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ties with other organizations. When we
compared groups benefited through AAL
volunteering with groups benefited
through volunteering with other organi-
zations, we found no statistically signifi-
cant relationship, indicating individuals
may be choosing to diversify their volun-
teering by helping different groups
through different organizations.

Other Variables Predicting
Volunteering Behaviors

Urbanicity and region of the country
were not good predictors of volunteering
among either Branch Volunteers, Outside
Volunteers or Non-Volunteers.

Education was related to the volunteer-
ing of Branch Volunteers. Branch Volun-
teers who have attended college were
more likely to volunteer for other organi-
zations than those who have not, suggest-
ing education is positively related to vol-
unteering. Generally, education seemed
to be negatively related to parochialism
in volunteering.

Family life cycle stage was related to
the volunteering of Branch Volunteers.
There seemed to be a progression of per-
ceived disadvantages among Branch Vol-
unteers as they moved through the life
cycle:

— Branch Volunteers in their 20s and
young couples without children were
more likely than other groups of volun-
teers to cite “poor leadership.”

— Families with preschoolers were more
likely than other Branch Volunteers to
cite “costs.”

— Branch Volunteers in their 30s and 40s
and families with school-age children
were more likely than other Branch Vol-
unteers to cite “takes from other things.”
— Branch Volunteers in their 60s and
empty nest and aging families were more
likely than other Branch Volunteers to
cite “expectations to continue.”

— Branch Volunteers in their 70s and be-
yond were more likely than other Branch
Volunteers to cite “too much work.”

Younger members appear to be the best
prospects for additional volunteering
among current Branch Volunteers.
Branch Volunteers who graduated from
high school were more likely to be will-
ing to volunteer more than those who
have not. Young singles, young couples
without children, and families with pre-
schoolers were more likely than other
Branch Volunteers to be willing to volun-
teer more, and aging households were
less likely than other Branch Volunteers
to be willing to volunteer more.

Outside Volunteers who are currently
very active in volunteering or retired are
the best prospects for branch volunteer-
ing. The most active and involved volun-
teers with other organizations were least
likely to cite “time conflicts” as a reason
for not volunteering with AAL.

Family life cycle stage and church at-
tendance are related to the volunteering
of Outside Volunteers:

— Qutside Volunteers who are regular
churchgoers were more likely than other
Outside Volunteers to help children and
youth, their congregation and other Lu-
therans through their volunteering with
other organizations.

— Qutside Volunteers who are infre-
quent churchgoers were less likely than
other Outside Volunteers to help the poor
and homeless and the community in gen-
eral.

— Outside Volunteers from aging house-
holds and launching families were more
likely than other Qutside Volunteers to
volunteer for religious organizations.

— Outside Volunteers who are young
families without children, families with
school-age children or families with ado-
lescents were more likely than other Out-
side Volunteers to volunteer for civic, so-
cial or fraternal organizations.

— Families with school-age children and
families with adolescents were more like-
ly than other Outside Volunteers to help
children and youth through their volun-
teering with other organizations.

— Empty nest families were less likely
than other Qutside Volunteers to help
children and youth, and more likely than
other Outside Volunteers to help the el-
derly.

— Aging households were less likely
than other Outside Volunteers to help
children and youth and more likely to
help their congregations and other Lu-
therans.

Social class was related to the percep-
tions of volunteering among Non-Volun-
teers. Non-Volunteers in production or
craft occupations or operators/laborers
were more likely than other Non-Volun-
teers to cite egoistic reasons for the appro-
priateness of volunteering; while Non-
Volunteers in professional, managerial,
technical, sales and service occupations
were more likely than other Non-Volun-
teers to cite altruistic reasons.

Young singles and families with ado-
lescents are the best prospects for branch
volunteering among current Non-Volun-
teers. They are more likely than other
Non-Volunteers to be willing to volun-
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interview. Of those hired, there was 78
percent turnover among those entry-level
workers in the first year.

Highlights of the Corporate
Presentations

Applications

— Read application through first.

— Interpret instructions carefully.

— Check to be sure all items have been
completed.

— Dress appropriately, even if just pick-
ing up an application, in case there is an
on-the-spot interview.

Interviews

— Dress conservatively.

— Don't carry too many things in case the
interviewer wants to shake hands. Don’t
put things on interviewer’s desk.

— Listen carefully.

— Have a list of schools attended and
dates, jobs held and dates and Social Se-
curity number.

— If no defined career goals, stress inter-
ests, skills and desire for learning and
growth.

— Give evidence of a positive attitude
towards work, of interest and enthusi-
asm.

Why People Aren’t Hired

— Incomplete applications

— Inadequate skills

— Inability to project positive attitudes
— Inability to maintain a conversation in
interview

— Unrealistic level of expectation

— Lack of goals

Problems After Hiring

— Adjusting to corporate values or “cor-
porate culture” — punctuality, calling in
when absent, appropriate dress, learning
to take criticism.

— Unreal expectations about salary and
promotion

Skills Sought

— Basic communication skills — oral
and written

— Reading comprehension

— Math skills (basic arithmetic without
use of calculator)

— Some computer understanding

— Knowledge of keyboard for access to
word processing, data entry and other
computer operations. Where typing re-
quired, 50-60 words per minute expect-
ed.

What Corporations Offer
— Employee orientation
— Training in classes by Education or
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Training Dept.

— On-the-job training within employee’s
department

— Educational assistance program with
tuition reimbursement

— Health and services benefits

Interaction

There was exchange among the school
faculty in backing one another’s views
and at times politely challenging a view-
point. Traces of cleavage between busi-
ness teachers on the one hand and aca-
demic teachers and guidance counselors
“who want everyone to go to college”
were evident in some of the workshops. It
was pointed out that new regulations of
the Board of Regents reduced require-
ments for courses in hands-on business
skills for business students.

There was general agreement among
faculty and corporate personnel on the
need for all faculty, including liberal arts,
and all academic and technical students,
as well as business students, to get basic
computer knowledge and familiarity
with the keyboard. Responding to the
corporation’s emphasis on general com-
munication and math skills, a business
teacher said, “The message I get is that
teachers should concentrate on holistic
education.”

The limitations of exchange between
schools and corporations were touched
on. While they concede the value of hav-
ing business personnel come into the
schools, some teachers emphasized the
greater advantage of having students go
to the business sites for exposure and
guidance. The real problems for the in-
dustry visits, they agreed, were princi-
pals’ and other administrators’ reluc-
tance to release students, some teacher
resistance and the paperwork for signed
permissions from parents and for trans-
portation.

The corporations were frank in saying
they cannot do the tours and mock inter-
views to the extent that schools may
want. They agreed on the value of men-
tors and of continuing active relation-
ships between faculty and corporate per-
sonnel. Faculty personnel pointed out
that their own visits to industry increased
their professionalism as teachers and
counselors, both through gaining up-to-
date information and by getting indus-
try’s viewpoints and support for stressing
appropriate behavior.

One thoughtful caution was that dia-
logues, as in these workshops, sometimes
open expectations that can’t be realized.

So, together, schools and businesses
should move forward within the realities
and limitations on both sides.

Evaluation

On November 17, 1986, Morgan Guaran-
ty Trust Co. hosted an evaluation session
of the workshops. Thirty-one people rep-
resented the participating schools, corpo-
rations, Board of Education, Corporate
Volunteers of New York and Mayor’s
Voluntary Action Center. Peggy Crull of
the Academy for Educational Develop-
ment, which served as evaluation consul-
tant for the project, led the session with
Kim Miller. Closing remarks by Winifred
Brown, MVAC executive director, high-
lighted the session’s major conclusions
and recommendations and pointed to
possible future developments.

From the start, overall reaction was
that the workshops were definitely valu-
able, an impression sustained by the
written evaluations of each workshop.

Some Specific Results

1. Two corporations, McGraw-Hill and
IBM, followed up their workshops with a
workshop for students accompanied by
their teachers.

2. Following her presentations on volun-
teering, MVAC Coordinator of Recruit-
ment and Training Elyse Weisberg was
invited to schools to talk directly to stu-
dents — 500 to date, with more requests
coming in.

One enthusiast, Shirley R. Smith, Ca-
reers and Business Education teacher at
James Madison High School, enlisted the
support of her assistant principal to send
a letter to parents pointing out the value
of volunteer experience for high school
students and enlisting their support and
cooperation.

Another teacher now has a plan for stu-
dents to be excused from their last period
to do volunteer work for an elective cred-
it.

3. The participating teachers reported
that guidance counselors and non-busi-
ness teachers who attended the work-
shops found the sessions to be eye-open-
ers, providing information necessary for
academic and technical students as well
as business students.

4. Information from corporate personnel
bolstered the concern of business teach-
ers that business subjects were being re-
duced in the schools: stenography, for
example, is not obsolete; it fortified the
need for accounting; knowledge of the
keyboard is essential for all students.
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T FOR INCREASING
ING AND GIVING

' a democratic society
ryone volunteers.

from individuals; 9 out of 10 Americans
contribute to the causes of their choice.
— On average, Americans gave 2 percent
of their income to charity in 1984. Giving
rose 8.9 percent in 1985.

— An estimated 20 million people give 5
percent or more of their income.

— A major reason people give is because
they are asked.

— Thirty-eight percent of Americans be-
lieve they should give more than they do.

(Note: Statistics on foundation and cor-
porate giving are also included in the
blueprint.)

Americans are willing to give more time
and money than they do. What is not near-
ly as obvious is what will bring forth this
volunteering and giving.

Some causes, communities and popu-
lations perform much better than others.
Studies of this subject suggest that those
in successful causes ask for help in an
organized, systematic way, and make
clearwhat is requested and expected. Be-
fore, during and after solicitation, they
make very clear how much the help
means to people, the community or the
cause. They recruit, challenge and use
volunteers effectively. Finally, they invest
in their capacity to raise dollars and in-
volve volunteers.

Goals for Volunteering and Giving
for Next 5 Years
Goals for volunteering and giving must
strike a balance between aspiration and
reality. The task force believes that volun-
teering can be increased by 50 percent
and giving can be doubled by 1991. Vol-
untary and philanthropic organizations
will have to work hard to achieve those
goals, but the goals are within reach.
The goals are national; each individual
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organization and community will be
asked to assess its own ability to give and
to set its own goals. For some, this may be
a 50 percent increase and for others it may
well be above 100 percent.

An ultimate goal in a democratic socie-
ty should be that everybody volunteers. A
combination of factors to produce a 50
percent increase in total volunteering by
1991 would involve:

1. Increasing the percentage of adult vol-
unteers by 25 percent, from 48 percent of
adults to 60 percent. (Attempts will also
be made to increase the percentage of
teenage volunteers.)

2. Increasing average volunteer hours per
week by 10 percent.

3. A projected population growth of 8 per-
cent among those age groups that are the
most active in volunteering.

Achieving Objectives

Measurable Growth is a program for all
Americans. It is a program for all voluntary
organizations, government at all levels,
foundations and the business community,
as well as for men, women and youth from
all parts of the country and all segments of
society.

The ultimate success of the program

depends on broad involvement of people
and institutions at the local level. It de-
pends in turn on achieving specific goals
and objectives. The objectives fall under
two broad goals:
1. To establish a climate for volunteer-
ing and giving so that society as a
whole and individuals in particular are
conditioned to the importance of volun-
tary service and private philanthropy.

® Public Awareness
— The public must become more aware
that we all have a very great stake in being

sure that current and future generations of
Americans understand and practice the
values of active citizenship and personal
community service.

— The public needs to understand that
the "fivers” are setting the example for all
of us.

— We must cause our school systems to
include teaching about the nonprofit/vol-
untary sector and to provide opportunities
for student community service.

— We must increase major recognition of
the leaders in volunteering and giving.

s Government Policies

— Preserve the tax deduction for charita-
ble giving.

— Preserve and extend governmental in-
centives for the formation of voluntary or-
ganizations.

— Build a grassroots lobbying effort to
convince government officials of the im-
portance of the independent sector.

= Research

— Encourage and publish better research
on motivations for giving and volunteer-
ing.

— Expand the mechanisms for distribut-
ing the facts about giving and volunteer-
ing in America.

2. Develop a far greater abillity of
voluntary organizations to involve
volunteers and to raise money.

u Leadership

— Boards should know that a realistic part
of total resources of their organizations,
including board and staff time, must be
invested in the health and, where appro-
priate, the growth of the organizations.
— Boards should understand that they
can't leave fundraising to staff, and execu-
tive directors must understand that they
can't leave fundraising to other staff.

— Boards should measure performance,
including their own, in terms of fundrais-
ing and use of volunteers.

= Management and Staff

— Attract talented people into staff jobs in
the sector and help build career ladders.
— Stimulate and encourage training of
nonprofit agency staff in fundraising and
in developing dedicated, effective volun-
teers.

a Grantmakers

— Help foundations and corporations rec-
ognize that investment in the ability of vol-
untary organizations to attract and devel-
op good management, to raise money,
and to involve volunteers is more impor-
tant for long-term program impact than
specific program or project grants.

— Grantmakers should invest in activities
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