












































time? Not at all. She exchanged garden
lore with her abutters, negotiated a right of
way, put up a common-ground fence, and
shared her produce with friends. She ob-
viously reveled in every hour of it. She also
made something happen and demonstrat-
ed competence.

The second step in this technique was
to find the personal skills that Janet used
in this enjoyable experience. These are
not the skills involved in the specialized
knowledge of gardening, like selecting
seeds, identifying bugs, and judging ripe-
ness. Such skills are knowledge-based
and apply strictly to the discipline of gar-
dening.

The skills Janet had to find were her
own personal competencies and traits.
They would turn out to be skills she en-
joyed because she used them in an expe-
rience she enjoyed. With the help of a
checklist called “The Transkills Finder,”
she identified the following skills:

@ |nitiating*

e Coming up with ideas
@ Innovating

® Researching

® Planning*

o Organizing*

@ Designing

® Being physically active®
® Moving around*

e Using hands and tools*
e Making things

e Observing*

® |nspecting

® Being patient*

® Being artistic*

® Socializing*

® Negotiating

® Persuading*®

® Being cooperative®

@ Being enthusiastic*

Note these bear no exclusive relation-
ship to the special knowledge-based
skills of gardening. They are all transfer-
able. People who initiate, as Janet did,
can initiate non-garden projects. Organiz-
ers of one task can organize dissimilar
tasks. The persuader is likely to persuade
as a way of life. The only requirement is
that the activity must be one that the per-
son enjoys. Then the skills used become
one's personal transferable skills.

To prove this point, Janet described an-
other enjoyed experience—running pro-
grams at a home for the elderly. After out-
lining what she did there, she went
through the 20 personal transferable skills
she used in gardening and found that she
had also used them as a program director.

Reinforcing this principle further, she
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told about volunteering to conduct a youth
orchestra for the first time. The skills she
used consistently for gardening, program
directing, and orchestra conducting are
starred with an asterisk on the list above.

The frequency with which these skills
popped up when Janet did things she en-
joyed developed into a pattern. The more
of her enjoyed experiences she recalled,
the more evident became the transferabil-
ity of the skills she used and enjoyed. It
did not seem to matter whether the activi-
ties were work or play, mind-boggling or
trivial, in the past or present.

This concept and the technique for
identifying skills are new to many people.
They were invented by Bernard Haldane
almost 40 year ago. He used them to help
World War Il Gls find employment when
they had no pertinent civilian work experi-
ence. The technique was later popular-
ized by Richard Bolles in his classic,
What Color is Your Parachute? The use of
transferable skills is also the principal
theme of Howard Figler’s The Complete
Job-Search, and the author's Your Hidden
Skills: Clues to Careers and Future Pur-
suits from which “The Transkills Finder" is
excerpted. None of these books, however,
discusses the technique as an aid to inter-
viewing for volunteer positions. Yet exact-
ly the same principle of transferable skils
applies.

The Seminar in Interviewing

To demonstrate how transferable skills
can help match applicants to volunteer
openings, | led two seminars in the fall of
1983 and '84. The title was “Identifying
Skills When Interviewing Applicants for
Volunteer Positions.” Twenty-one women
and two men who had responsibility for
interviewing took part. The agencies they
represented were located in Greater Bos-
ton and were listed in the directory of the
Voluntary Action Center of the United Way
of Massachusetts Bay. These included:
@ Correctional institution

@ 4-H extension program

@ Foster family network

® Arboretum

® Animal shelter

@ Public school system

o Clinic

o Hospice-at-home

® Retarded adult program

® Family counseling

® Public library

® Library/museum

® Elder services

® Hospital

o Delinquent youth shelter

e Handicapped center

Workshop Outline
This five-hour workshop consisted of the
five steps described below:

Step 1. Listing and describing enjoyed
experiences by all the participants.

Step 2. Identifying the transferable skills
used in these enjoyed experiences.

Step 3. Listing of tasks of the typical entry-
level jobs in the agencies represented.
Step 4. Identifying the transferable skills
required by these jobs.

Step 5. Lining up the applicants’ skills
with the job skills required to determine
how good a match there was.

In addition to this structured agenda,
the seminar had two process compo-
nents. First, the participants learned the
theory and practice by using themselves
as examples. Thus, they gained insight
into their own personal skills while they
learned how the technique could be ap-
plied to applicants.

Second, each of the steps was first
modeled by one person with the help of
the leader. This modeling was followed by
everyone trying it on their own. Here is a
description of the actual seminar as it fol-
lowed the five steps above:

Identification of Applicant’s
Transferable Skills

Step 1: The participants were asked to list
one or two things that they had enjoyed or
did enjoy doing. These were things that
they felt they did well and were proud of.
Some of these enjoyed experiences that
the leader listed on the easel were learn-
ing Spanish, beachcombing, tutoring,
playing word games, building a book
case, setting up a computer program,
sewing, running for election, leading a
training group, and solving a bureaucratic
problem.

The model for describing an enjoyed
experience was Janet who told the story of
her first garden in the Fenway.

After her demonstration, half of the par-
ticipants simultaneously told their own

_particular stories to the person next to
them. (When 12 people early in a seminar
all converse for five minutes about some-
thing they like, there is no need for other
introductions or ice-breakers!) Then the
other half told their stories.

Step 2: Using Janet's story as a model,
the leader, through questions and sug-
gestions, posted the list of transferable
skills she used (see above). Then the
same paired participants used “The
Transkills Finder” to check out the skills
each had used in their respective enjoyed
experiences.
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Identification of the Job's
Transferable Skills

Step 3: The model for describing the tasks
for an entry-level volunteer job was pro-
vided by the director of volunteers for
Massachusetts' Hospice-at-Home, Inc.,
who was assisting in the seminar. The job
she described involved giving direct care
to terminally ill patients. She divided the
tasks into the three categories used by
industrial engineers—the ‘“get ready”
(learning about the patient and family
through briefing); “doing” (making regular
visits, assessing situations and taking ap-
propriate actions, handling crises and
controversy); and “follow-up"” (making pe-
riodic reports and evaluations and confer-
ring with staff).

Step 4: Then she gave examples of the
kind of personal transferable skills she
looked for in an interview—compassion,
empathy, quietness, good phone ap-
proach, calmness in crisis, good listener,
tact and diplomacy, communicating and
summarizing, and attention to details in
evaluations.

Following these two demonstrations,
the participants took 15 minutes to write a
description of a typical entry-level job at
their own agencies, as in Step 3, and to list
the transferable skills needed

Matching Applicant Skills with Job
Skills

Step 5: The Hospice-at-Home director
then described an interview with an appli-
cant for this job—that is, giving direct care
to patients. She deliberately skipped all
the ftraditional questions about back-
ground, education and work. Instead, she
opened with a simple yet dumbfounding
request. “Tell me some things you have
done in your life that you have really en-
joyed a lot and feel you did pretty well?”

This approach sets nervous applicants
at ease. They do not have to apologize for
lack of qualifications. Instead, they are in-
vited to talk about things they know a lot
about and like. What a difference in set-
ting the tone of the interview!

This applicant described her love for
taking care of plants and animals and
teaching her grandchildren. She told
about her term as church secretary, The
director spotted caring, patience, empa-
thy, being responsible, being sensitive to
others' physical/psychological needs, as
well as having good attention to detail and
some organizational ability.

The last phase of Step 5, matching ap-
plicant skills to job skills, consisted of
role-playing an interview—the segment of
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the interview dealing with determining
skills. It was made clear that this part of
the interview must come first and lead off
with the question about activities the ap-
plicant had enjoyed. The aim of the role-
play was not to come up with a decision to
hire or not. The aim was simply to get a
taste of telling or hearing about an en-
joyed experience and looking for the
transferable skills.

To set up the interviews—all conducted
at once—half the group held up signs ad-
vertising the entry-level jobs for which
they had written descriptions. The other
half sorted themselves out and applied for
jobs that appealed to them. Here is how a
typical role-played interview was reported.

A 4-H extension agent was looking for a
volunteer to help train young people in
heading up projects. He asked the appli-
cant to discuss something she enjoyed.
She told how she had at one time taken on
coaching a group of boys in soccer. She
had never played the game. He made a
mental note of the skill of risk-taking. Fur-

thermore, she got the kids to tell her what -

they needed to learn and then followed
their counsel. Listening, learning and in-
novating jumped to mind.

Only afterwards did he find out that she
was working at a local foster family net-
work. But if they had discussed this first in
the traditional manner, they might never
have hit on the crux—that she could don
the leadership role of an unfamiliar group
in an unfamiliar activity.

Role-playing is an imperfect exercise,
but it does give the participants as inter-
viewers a feel for launching an interview in
this friendly and informal way, listening
carefully to a story, analyzing for skills,
and comparing them to those required by
the job.

Follow-Up
Not everyone grasps the concept of trans-
ferable skills firmly enough from one ex-
posure to dare to use it as an interview
opener. It is certainly foreign to what each
party is used to. But after each seminar
there were a few who reported six months
later, in response to a follow-up question-
naire, that they had tried it and it worked.
An interviewer for the Elder Service
Corps said she always starts out with this
question now. She simply gets them talk-
ing right away about something they like.
One of the group observed, "You really
get to things people want to talk about
right at the start. It's non-threatening.” An-
other wrote, “l found a woman who talked
a great deal about how she loved to ex-
plore around in the outdoors; she is now a

very good volunteer for the arboretum.”

The director of volunteers of the John F.
Kennedy Library and Museum, who as-
sisted at one seminar, described how the
process helps when the applicant feels
inadequate.

“A very timid widow came to the Library/
Museum about eight months ago, not long
after her husband had died of a sudden
iliness. He had just retired and they had
been looking forward to doing many of the
things they had planned for years. She
desperately wanted to keep busy in a new
environment, one which she had not
shared with her husband. However, she
felt very inadequate because she had not
worked for many years and she didn't
know what she had to offer. She kept say-
ing that she couldn't type.

“l got her to talk about some of the
things she had done that had given her
satisfaction: selecting wallpaper and pa-
pering her dining and living rooms with
grasscloth papers—she wouldn't let any-
one do it for her because it would drive her
crazy if it weren't done right; teaching arts
and crafts; creating a pantry in a kitchen
closet and organizing her spices alpha-
betically.

“Some of the transferable skills we iden-
tified in these stories were: (1) artistic,
manual; (2) explaining, presenting; (3) or-
ganizing, attention to detail, order. All of
them added up to a placement in the mu-
seum’s storage area, cataloguing muse-
um objects, and later assisting with exhib-
its.”

Some By-Products

One of the by-products of the two semi-
nars reported in the questionnaire was
how the participants had gained insight
into their own personal development.
They had made some discoveries about
themselves.

“This approach opened my eyes to the
various skills | have, but never consid-
ered," said one. Another added, “It helped
me grow in confidence, to identify both my
personal strengths and weaknesses.” An-
other reported she had developed enough
confidence to go to her boss and ask to
take on new responsibilities.

A fourth actually used the technique to
change careers. She analyzed the skills
she most enjoyed using in her social
agency work and then translated them into
her newly found sales job, “which re-
quired many of the same skills and which
allowed me to grow professionally and
personally.” What is more, she reported
she now uses the technique in her sales
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 THE 1987 PRESIDENT’S VOLUNTEER ACTION AWARDS

T he spmt of voluntansm is deeply mgramed in us as a nation,
Indeed, when asked by pollsters, most Americans state their belief
that no matter how big government gets.and no matter how many
services it provides, it can never take the place of volunteers. In other

~words, the American people understand that there are no subsntutes

for gifts of service given from the heart.*
Ronald Reagan

 Fromthe early patriots striving to build a free natjon to nelghbors helpmg in- commumty bam-ralsmgs topresent day .
: nelghborhood and community groups; one common trait has continued to distinguish the American people—the desire | -
to help one’s neighbor through volunteer service. Today nearly half—or 89 million—adult Americans volunteer in time -
of emergency or disaster as well as in addressing longstanding community problems. They give of their time and talents .
through their churches, social clubs and civic organizations . . they help as individuals and in groups. The recipients
are family, friénds, nerghbors total strangers. Volunteer serv1ce is such an mtegral part of the Amencan way of hfe 1t;5
~ often; goes unnoticed and unrecogmzed : , e e

The President s Volunteer Action Awards were created in 1982 to honor those individuals and groups who make -
umque contributions to their communities through volunteer service and to focus public attention on these outstanding
and innovative volunteer efforts. The 94 recipients of the first five President’s Awards include established national
orgamzatlons with thousands ‘of volunteers, newly developed grassroots 'movements with national scope, local ,

: ,orgamzatrons and groups of volunteers, individuals, groups of labor union volunteers and major corporations. Some of
the award winners are well known; others, known only to those with whom they work.

Anyone may nominate an individual or group involved in volunteer act1v1ty Specific guidelines governmg the
nomination process are on pages 2-and 3 of this form.

~ The President’s Volunteer'Action Awards will be presented in Washington D.C. during the springof 1987.
The Presrdent’s Awards program is cosponsored by VOLUNTEER—The National Center and ACI'ION

“the effective involvement of all citizens as volunteers in solving local problems. Among the wide range of: -
technical assistance and support services VOLUNTEER offers to volunteer-involving organizations are the

VOLUNTEER——-The Natlonal Center a private, nonproﬁt orgamzatlon was created in 1979 to strengthen 11

,‘L Natronal VOLUNTEER Conference, a variety of publrcatxons on citizen involvement, Voluntary Action Leadership :
(quarterly magazine for volunteer admlmstrators) a wide range of information, consulting and training services as well S E B

‘as sponsorshrp of demonsuatlon projects and national volunteer advocacy and public awareness actrvrtles

ACI‘ION is the federal volunteer agency. Its purpose is to stimulate voluntansm in general and,in
partlcular, to demonstrate the effectiveness of volunteers in ameliorating social problems. Its programs -
include the Foster Grandparent, Retired Senior Volunteer and Senior Companion programs, VISTA
(Volunteers in Service to America), the Drug Use Prevention Program, and a variety of activities in- the areas of
assistance to refugees runaway youth, illiteracy and neighborhood development

, *From remarks made at the Volunteer. Action Awards luncheon, 1986.




Procedures for Completing and Submitting the Nomination Form

In order for a nomination for the President’s Awards to be considered, page 4 of the nomination form must be '
completely filled out and a statement of not more than 500 words describing the nominee’s activities must be
attached In addition, a nomination may lnclude appropriate supportlve materials (described in C below)

(A)The Nomination Form (B)The Statement

tem I. Indicate the individual or group’s complete name, mail-
ing address and telephone number. if the nomines is a group,
indicate the name of the appropriate contact person within
‘the group along with his/her address and telephone number.

Item Il. Awards wili be made in the following categories:

¢ Arts and Humanltles—culturei enrichment - -

« Educatlon—pre-elementary, elementary and: secondary
educatlon, Informal and supplementary education
services

» The Environment—volunteer service resulting in signifi-
cant enrlchment and conservation of the enviranment;
- recreation

» Health—medical care, mental health and development-
ally disabled services, community mental health

* Human Services, to include Jobs and Material Resources

—volunteer services to youth, family and elders; employ-
~ment, Job creation and training, economlc development

food and nutrition, clothing and furnishings, housing, ..
transportation, consumer protection; areas not specific-

ally covered by other categories -

« Intemational Volunteering—ongoing volunteer work per- :

formed by individuals or groups whose primary residence

or headquarters is within the U.S. or its territories and
" benefiting the residents of forelgn: countries or ongoing

of ithin the U.S. o its territories ,
volunteer Wark performad witrin  ferritarles Achlevement—Actual accomplishments of the voluntary

and benefiting the residents of foreign countries

» Mobilization of Volunteers—to address a variety of .

problems

¢ Public Safety—crime and. delinquency preventlon '
justice services, protective services disaster rellef, fire .

protection
» Youth—volunteer services by youth toage 25

¢ Workplace—volunteer activities sponsored- by or sup-
ported by either a ‘corporation or iabor ‘union. NOTE:.

Nominations must:be submitted on special Corporate or:

*. Union nomination forms.

Check the most appropriate cetegory. Some nominatlons
can fit appropriately into more than one category. Please

choose the category you feel most appropriate. Categories . -

are meant as guidelines for the.selection process; thus,

where appropriate, the selection committee may chooseto -

~ put a nomination into more than one category.

f.ltem lll. Indicate name, address and telephone number
plus title and organ Izatlon (if approprlate)

ltem IV. Since award fInaIists’ references wIII be:contacted
for verification of the scope and extent of activities, it is.im-
- portant that this section be completed. NOmInatIons with
fewer than three references will be disqualified.

item V. in the space provided describe the goals of the
volunteer:activity nominated..

item VI.. Enter the name of the individual or group being
nominated and signature of the person making the
nomination. Nominations not signed by the nominator will
be disqualified. A person may nominate him/herseif.

Because nominatlons will be judged based on specific
criteria, the statement of activities (of not:-more than 500
words) attached to the nominatlon must address the
followlng Items:

Communlty need for the activity—How important was the
activity to the overall welfare of the community? For exam-
ple, establishing an education and training facllity for
handicapped- children In-a town where there was none
would be amore important contribution than-expanding an-
existing recreation program.

Recliplents’ need for the actlvity—This may:-or may not be' i
different from the community need. A facility which serves
handlcapped children may be equally important to both the

 reciplents of the service and to the general public. In some-

cases, however, such as providing access to a kidney
machine, the reclplent’s need for the service Is total, while
the community’s need for kidney machines may be slightin

relation to other needs.

'Scope of the ectlvlt_y—-The concern here is with the poten-
.. tial impact of the activity or service. Something that Is na- -

tional or regional in impact is not necessarily “better” than -
something that is local. Projects of very limited scope,

A' :however, such as sponsoring an annual picnic for 50 senior
. cltizens, would not be considered to have a major impact.

actlvity or service should be considered, as opposed to the
stated goals or objectives of the project.

Unusual challenges overcome—Such challenges might i in-
-clude publi¢ apathy or hostility toward.the project or pro-
~.gram, a critically limited supply of resources, or a handicap

on the part of the person or persons doing the volunteer work.

Method—Method relates basically to the way in which the
- -activity or service was performed. Consideration should in-
-clude the vigor, efficlency and overali organization of the

effort; the extent to which the individuai or group mar-
shailed other volunteer resources in support of the effort;
and, where appropriate, evidence of broad community or

- grassroots support for the activity or service.

Innovation—Innovation takes into consideration the -
degree to which the service or activity represents a new use

-of volunteers In a certain capacity and/or a significantly

new approach to soiving a particularly pressing problem:

(C)Accompanylng Materials

Not more than 10 pages of eupplementary material may be

- submitted aiong with the nomination. Accompanying

materlals can include letters, testimoniais, news clippings,
pamphlets, etc. Do not submit tapes, cassettes, display

materials, films, scrapbooks, books, etc. as they willnotbe
.- considered ‘in judging the nomination. Ail materiais sub-

mitted become the property of VOLUNTEER and will not be
returned; thus, when preparing accompanying materiais,
keep the materlals cost to a minimum and submit photo-
coples when possible.




'I.'_ NOMINEE: Please specify if nominee is an:individual —_— ,a'vg,mtu‘vp ——_ famlly’

ifindividual, Indicate Mr., Ms., Miss; Mrs.;

NAME: - RN e ;
o ; S : o - (Area Code) Phone Number
" Ifnominse Is group, enter full name of group. L ’ . S L .

I nominests gr‘oup. entername of contact person. (Area Code) Phione Number

Completeaddress - City ‘ o ‘ State ©2p

~‘Il. CATEGORY: Check one. Some nominations will fit approprlately lnto more than one category Please choose the category you feel
. ‘most appropriate. Categories are meantas guidelines for the selectlon process thus, where approprlate, the'selection committee
i may choose to puta nomination into more than one category. , .

Arts and Humanitles ;_____!nternatlonal Volunteering

Educatlion e Mobilization: of Volunteers
The Environment - - Public Safety

- Health o el _aYouth
-Human Services, Jobs and R E
- Materlal Resources -

lll. NOMINATOR:

Name:.

"(Area Code) Phona Number

Title and organization, it appropriate.

Compléte address _ : City - A ~Siate e 7ip

IV. VERIFICATION: In order to qualify for consideration, a nominee must have three references who rﬁey be contacted to verify the
scope'and extent of the.nominee’s volunteer actlvitles. References should be persons familllar with the volunteer accomplish-
ments for whlch the person is being nominated and may not include the nominee orany person. related to the nominee.

Name:

“(Area Code) Phone Number
Completeaddross - cty . . y o Sta‘e = - . " Z
Name: -
.(Area Code) Phone.Number
Complete address ’ City EE — State — - - 5
Name: ' o - ,
. ".(Area Code) Phone Number
Complete address City State .. - ) Zip

V. SUMMAFiY: In this space describe in one sentence the goals of the actirify for which the nomlnatlen is' Vbelngvmade. Then attech a
500-word statement that addresses the criteria outiined in section B on page 3. :

Vi, NOMINATION: | hereby nominate i 5 :
: Name of individual or group nominated for the President’s Volunteer-Action Award.

Signature of Nominator. - : Date

[ 3

Nominations may be submitted on this form
or a facsimlie thereof.




General Information
e Anindividual or group may submit separate nominations for as many different individuals or groups as desired.

e Only nominations accompanied by a self-addressed, stamped postcard will be acknowledged. Because of
the volume of nominations the President's Awards screening committee will not be able to respond to any
queries regarding the nomination form or the status of a specific nomination.

o A list of the recipients of the 1987 President's Award will be sent to those who include a self-addressed
stamped envelope marked “WINNERS.”

e Pertinent supplementary material may be submitted along with the nomination form. See “Procedures. for
Completing Nomination Form” (page 3) for guidelines. All nominations must be complete in one package
when submitted. Separate letters, materials and other documents received later will not.be processed or
considered in judging.

‘@ All entries and supplementary materials become the property of VOLUNTEER and will not be returned.
Materials will be held by VOLUNTEER for six months following completion of the judging process.

® The screening committee may request additional information from applicants or references for the judges
consideration.

e All nominations must be submitted in English to be considered for the President's Award.

e Decisions of the judges are final. All entries for the 1987 President’s Volunteer Action Awards must be
postmarked before midnight, December 12, 1986.

Who is Eligible for the President’s Volunteer Action Awards?

e Any individual, group or family actively engaged in volunteer activities that benefit the community, state or
nation may be nominated.

e For those individuals or groups who are paid any amount for activities for which they are nominated (other
than reimbursement for out-of-pocket expenses), the nomination statement must clearly indicate the extent
of salaried or stipended activities.

e Individuals involved in “work released time” and student course credit are eligible but must clearly indicate
that in the nomination statement.

o Except for the International Volunteering Category, all volunteer activities must be performed within the Umted
States or its territories.

¢ No employees or immediate relatives-of VOLUNTEER or ACTION or members of VOLUNTEER's Board of-
Directors or ACTION's National Voluntary Service Advisory Council may be nominated for awards.

® Recipients of previous President's Awards are not eligible for the 1986 awards.

Submitting the Nomination

Send all entries to: :

The President’s Volunteer Action Awards
Post Office Box 37488
Washington, D.C. 20013

Do not send entries to VOLUNTEER or ACTION. -

Entries must be postmarked by midnight, December 12, 1986.

OMB Approved 3001-0097.
Expires 9/88







® Radio—same as television (below)

® Restaurant tray liners—fast food restau-
rants use food tray liners, which can be
printed with the message of your program
or service

® Slide/tape presentation—scripted, elec-
tronically pulsed slide show with audio
narration used to promote a program

® Telephone—tool for contacting poten-
tial volunteers

® Television—medium for interviews,
PSAs and/or special programs about your
agency and volunteers

® Videotape presentation—scripted, act-
ed out presentation that promotes an
agency program or service

® Want ads—request for volunteer help in
a local newspaper column reserved for
volunteer organizations or in the “help
wanted" section

® Window displays—exhibits or program
items in store windows, especially effec-
tive when done once a year to promote a
special event

Placement
Placement is deciding where the devices
developed will reach the potential volun-

teer markets. Rock stations are probably
not a good place to run public service
announcements if you are trying to recruit
senior citizens. The public relations com-
mittee and staff must determine the most
appropriate way to reach its target audi-
ence of volunteers.

Price

Price, in a business context, is the cost of
the product. When we use volunteer help,
we rarely think of cost, but frequently there
is cost to a volunteer who provides service
o an agency. When an advertising cam-
paign is developed, volunteer expenses
must be a consideration. Such costs in-
clude gas, bus, taxi, babysitter fees, reg-
istration, supplies, lost time to job, and/or
membership dues. This information needs
to be shared with the volunteers before
they are recruited.

The job description provides informa-
tion that should also be included in adver-
tising and promotional material. How
many hours a week? A month? When does
the job start and stop? Do you expect the
person to serve year after year? This gives
volunteers an idea of their “time" costs.

If your volunteer organization has sepa-
rate public relations and recruitment com-
mittees, it is essential that staff provide
communication links between the two
committees. The recruitment team must
successfully sell the potential volunteer
on the benefits and opportunities. To do
this, it needs to have good information
about the devices the agency will use to
recruit volunteers. The more consultation
and sharing of information, the more own-
ership and commitment volunteers will
have in carrying out their respective jobs.

To help the public relations committee
work effectively, the staff or chairperson
should answer the following questions
about the 4 Ps:

Product: What product are we selling and
how will it meet volunteers’ needs?
Promotion: What devices or techniques
can we use that will attract the volunteer to
our product?

Placement: Where can we locate the de-
vices we have selected so they will be
seen by our targeted potential volunteer
market?

Price: What is the cost in money and time
to our potential volunteers?

Jot Down Your Ideas . . . about the 4 Ps

What PRODUCT are we selling and how will it meet our volunteers’ needs?

What PROMOTIONAL devices or techniques can we use to attract the volunteer to our product?

Where can we PLACE the devices we have selected so they will be seen by our targeted potential volunteer

market?

What is the PRICE (cost) in money and time to our potential volunteers?

2
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In the bumane buman service organization, the
administrator will be the leader, the initiator,
and the key implementer of new ways of work

supported by enthusiastic staff and volunteers.

shared leadership, temporary leadership
and co-leadership.

@ More open and flexible communications
across the lines rather than only in the
vertical, hierarchical pattern that is com-
mon in human services and other sys-
tems.

® Consideration of changing the type, va-
riety and quality of services and/or pro-
grams offered. Some systems are altering
their names as well as their missions to
provide services in a changing society
with changing values and needs.

® Analysis of alternative ways and
choices. It is important to search out all
possible sources and resources that may
be available, to think “new,” to develop
different patterns of service, and to devel-
op differént textures of service providers.

Risks Involved and Skills Needed

Risk is an opportunity that can involve in-
novation, creativity, courage, adventure,
wonderment and lack of certain predict-
ability of outcome. There are a number of
risks that should be taken, and there are
some concomitant skills that need to be
developed or enhanced.

1. There is the risk of different utiliza-
tion patterns, which means the willing-
ness to break with tradition and initiate
change, and at the same time to learn how
to handle the resistance that is an inevita-
ble part of change. Different utilization
patterns mean that those who are to be
affected by changes need to be involved
in influencing the way those changes take
place.

Skills Needed. The skills necessary to
deal with these risks include the ability to
diagnose and then develop the organiza-
tion. It is important to understand the vari-
ety of structures and patterns that could
be developed to carry out a particular mis-
sion. It helps to be able to either call on
researchers or develop the skills of action
research so that fact finding before the
change can be useful and productive.

Another needed skill is one of conflict
utilization. Conflict releases and harness-
es important energies if it can be heard by
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all sides, if win-win solutions are sought
and achieved, if third-party interventions
are utilized. Then the conflict outcome be-
comes a positive, useful, growth-produc-
ing process rather than a hostile and de-
bilitating one.

Certainly communication skills need to
be expanded, including the management
of meaning, be it written, verbal or non-
verbal. It may be vertical, matrix, diagonal
or in some other meaningful direction, in-
cluding out of the system and into the
community.

Handling of role conflicts becomes in-
creasingly important. Every volunteer and
staff person is involved in multi-roles,
changing roles and multi-loyaities. This
includes improving communication with
other organizations, religious groups,
family groups and the governmental and
corporate sectors.

Implementing team work, rather than fo-
cusing on role differences, is important in
maintaining sound volunteer/staff relation-
ships. A relatively new emphasis is on the
skill of transition management. It is impor-
tant to help persons transit from one life
situation to another. Transitions are mov-
ing from the “no tonger” to the “not yet.”
Many organizations are in transit. So are
the individuals within those organizations,
and these changing and unstable situa-
tions must be understood and discussed.

It is also important to develop volunteer
personnel policies and records. These
should be planned by a joint volunteer
and staff group. Such records facilitate the
availability of data that can be utilized to
refer persons from one system to another,
and to document the kind and quality of
work accomplished. The personnel poli-
cies also help make clear the system's
ground rules. In many places it is thought
that volunteer and staff records should be
lodged in a human resource department.
2. Another risk is the teaming of volun-
teers and paid persons in a variety of
patterns. It is time to think beyond volun-
teer/staff relationships and look at the utili-
zation of human beings in order to deliver
a given, clearly defined service. This may

take different combinations of volunteer,
volunteers and professionals, profession-
als, para-professionals and volunteers, in-
terdisciplinary teams, as well as cross-
systems teams. These combinations may
be ongoing, or they may be temporary, but
the core of these groups and teams is to
utilize the beauty of difference to produce
a better product. If teams are to function
smoothly, it is imperative to have clear job
descriptions and clear lines of account-
ability and responsibility.

Skills Needed. Among the skills that are
needed is the need to understand the
changing power balances, the opening of
turfs heretofore closed, the facts that rela-
tionships will be altered. There is also the
need to help persons who are involved in
changing relationships understand that,
and perhaps tc have additional training in
the new ways of work.

As new teams are developed, it is nec-
essary to learn how to handle resistance,
lack of skill, knowledge of available re-
sources and supports, the ambivalence to
share knowledge and turfdoms, and the
natural competition between persons.

The human services administrator can
initiate training for the skills of problem
solving and team building of all the per-
sons involved. The administrator is the key
to this kind of professional development.
Indeed, if such teaming is developed, itis
helpful to have a skillsbank, resource file
and records of time spent, accomplish-
ments and knowledge of all persons in-
volved. Such systems must be simple and
easy to use, and available to all persons.
3. Another risk is to utilize more plural-
istic resources. It cannot be emphasized
too often that it is absolltely necessary for
today's human services administirator to
know and to know how to tap into the plu-
ralistic resources of the community. The
easy way is to utilize the people who al-
ready are involved who can recruit people
just like themselves. The risk is to go be-
yond the incumbent group and con-
sciously seek persons with different back-
grounds, different values, different skills
and time availabilities.
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Handling of role conflicts becomes increasingly
important. Every volunteer and staff person is
involved in multi-roles, changing roles and
multi-loyalties. This includes improving
communication with other organizations,
religious groups, family groups and the
governmental and corporate sectors.

Skills Needed. Useful skills are commu-
nity analysis and organization, as well as
a large repertoire of interviewing skills—
both one-to-one and group interviewing—
and the ability to collaborate with other
systems in the community. Special train-
ing may well be needed here.
4.To take risks, adequate funding
must be insured. Therefore, it is neces-
sary to find creative funding sources
and resources. As funds are differently
distributed and many old-time sources
are no longer available, new ways of
keeping funds coming are essential if a
system is to survive.

Skills Needed. The skills of resource

development should be part of the admin-
istrator's tool kit. Finding ways to discover
new approaches to old sources, as well as
discovering and harnessing new re-
sources, becomes essential. It also
means finding individuals and groups
and integrating them so that they can be
utilized as supporters, as well as initiators,
of new funding ideas and actions.
5. It is necessary to learn to utilize new
and different emerging technologies.
This includes multi-media as well as com-
puters and word processors.

Skills Needed. The important item here
is to know what is needed to streamline a
particular system and/or service, as well
as to know what is not needed.

The knowledge most useful now is how
to tap into the resources of persons who
know these technologies intimately, and
can advise and consulit on what would be
necessary to acquire, what the costs are,
what alternatives exist, and how staff and
volunteers can integrate new technology
into ongoing systems. Specialized con-
sultation and training are usually required
to make persons “technology friendly."”
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6. Learning new ways of recruitment,
training and maintaining of volunteers
and staff is vital to the lifeline of a sys-
tem. If the administrator and the decision-
making body are clear on what the goals
of the system are, the next step is to de-
sign an action plan for achieving those
goals. Whether the system operates on a
two-, five-, or ten-year plan, it usually be-
comes abundantly clear that additional
and different groups and persons need to
be involved to achieve new goals. It calls
for recruiting from new places and
spaces.

Skills Needed. Much needed are pre-
sentation skills, particularly by human
services administrators. This includes the
ability to represent rationale and to con-
sider the feasibility of the use of volunteer/
staff teams for such groups as top man-
agement, union leadership, community
organizations, the corporate and academ-
ic worlds. It becomes important, therefore,
to have both knowledge and skill in the
use of the appropriate media for presenta-
tion to particular population targets and
groups.

Other useful abilities are how to design,
plan and conduct productive meetings of
all kinds, including orientation, training,
recognition, support and separation meet-
ings as well as board, committee and an-
nual meetings. .

7. The last risk is planning for identifi-
cation, utilization and development of
future resources. As goals and plans are
made, it becomes important to establish
the kind and number of persons needed to
implement them. So often adequate plans
are made, but there is a lack of analysis of
how to implement those plans and an in-
ability to choose the appropriate persons
and paths to get the system working to-

ward achieving the objectives and goals
that have been outlined. Often systems
focus on pain and problems of the pre-
sent, rather than possibilities and visions
of what can be.

Skills Needed. Necessary skills include
careful selection of appropriate persons
to be involved, orientation and training in
future planning and in the missions of the
present and the future.

Another useful skill here is to know ways
to involve the recruited persons so that
they can feel satisfied and productive in
helping the system move from ideas to
actions.

The Pay-Offs
What are the pay-offs, the positive results
of improved utilization of human re-
sources? Pay-offs may happen rather
quickly, even before all the goals are
achieved. They include the following:
® |ncrease in the quality of human serv-
ices
® More financial resources
® Increased and more varied human re-
sources
® \olunteer and staff participants feeling
better about themselves and their contri-
butions
® Confrontation of traditions
® New perspectives, ideas and actions
® |ncreased energy and creativity
® More democratic ways of work
® Increased involvement of everyone who
cares

In the humane human service organiza-
tion, there will be a stronger version of
democratic visions translated into ac-
tions. The administrator will be the ieader,
the initiator, and the key implementer of
new ways of work supported by enthusias-
tic staff and volunteers.
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Recipes for Fun. Let’s Play to Grow, 1350
New York Ave, NW, Suite 500, Washing-
ton, DC 20005, (202) 393-1250. 1986. 120
pp. $8.50 (payable to: Special Olympics,
Inc.).

Created in response to hundreds of re-
quests from parents of children with dis-
abilities, Recipes for Fun contains hun-
dreds of illustrated ideas for games and
activities. The book’s basic message is
that parents have the ability to enhance
their children’s development as well as
to strengthen family life through play.
More than 30 parents, teachers, thera-
pists and other professionals contributed
their ideas to the publication.

HEL.P., The Health Emergency Llfe-
Support Program. Edited by Leon J. War-
shaw, M.D. The New York Business
Group on Health, Inc., 622 Third Ave,
34th floor, New York, NY 10017. 1986. 49
pp- $30 (prepaid).

A manual that grew out of a demonstra-
tion project designed to test the feasibil-
ity of organizing teams of volunteers to
assist victims of life-threatening emer-
gencies in urban, high rise, multi-tenant
buildings.

pmr
SOCla.l Work w1th the Agmg Edlted hy
Carol H. Meyer. National Association of
Social Workers, 7981 Eastern Ave, Silver
Spring, MD 20910, (301) 565-0333. 1986.
257 pp. $14.95 + 10% postage/handling.

A collection of 24 papers that reviews the
principles of practice with the aged, de-
scribes the special problems of the aging,
and explores the continuum of services
required by this population group. The
book is divided into five chapters: Physi-
cal and Psychological Concerns, Special
Populations, Special Problems, Working
with Families and Options for Care.

| B e S A G i e e Bk B
Resources for Youth Workers and Pro-
gram Planners. Center for Early Adoles-
cence, Suite 223, Carr Mill Mall, Carr-
boro, NC 27510, (919) 966-1148. 1986.
$5. -

An updated and greatly expanded edi-
tion, this annotated booklet contains in-
formation sources for individuals who
work with young adolescents. The new
version contains 160 descriptions of re-
sources that are helpful to those who
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work with 10- to 15-year-olds in out-of-
school settings, such as volunteer pro-
grams, churches, recreation departments,
etc. Entries are grouped according to cul-
tural focus, program development, mod-
els, funding, youth participation, com-
munity collaboration, social trends, pub-
lic policy, and promoting physical and
emotional health.
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Voluntary Assocxatmns An Annotated
Bibliography. Garland Publishing, Inc.,
136 Madison Ave, New York, NY 10016,
(212) 686-7492. 1986. 260 pp. $42.

One of a new series of “authoritative
guides to information sources in public
administration,” this bibliography refer-
ences articles from more than 80 journals
in the following categories: The Develop-
ment of Voluntary Associations, Their
Nature, Roles and Functions, Individuals
and Voluntary Associations, General
Management, Organizational Structure,
Leadership, Membership Participation.
Preface by David Horton Smith.
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Adult Literacy Volunteers Issues and
Ideas. Paul Ilsley. National Center for Re-
search in Vocational Education, Box N,
1960 Kenny Road, Columbus, OH 43210-
1090, (800) 848-4815. 1986. 50 pp. $5.50.

A new publication that points out the
gaps in the literature about literacy vol-
untarism and examines the current deliv-
ery systems in terms of their purpose,
scope, organizational setting, profession-
alism and finance. Ilsley reminds the
reader that as yet literacy education ef-
forts have not significantly reduced illit-
eracy.
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Achon for Chl.ldren UNICEF ONGA (A-
4A), 866 United Nations Plaza, New
York, NY 10164-8930. Monthly. 8 pp.

Free.

A new tabloid containing stories intend-
ed to provoke reporting on issues of im-
portance, but “generally underserved.”
Each issue reports the activities and con-
cerns of an international network of indi-
viduals and organizations that annually
spend hundreds of millions of dollars in
promoting development in the poorer na-
tions of the world. It also covers the “si-
lent” emergencies around the world that
deserve attention. Write for sample.

Volunteer Recruitment PSA for Home
Deliveréd Meal Programs. Meals On
Wheels of Central Maryland, Inc., 8841
Orchard Tree Lane, Baltimore, MD
21204. Preview tape available. Call Linda
Schwartz, (301) 321-5465.

A 30-second public service announce-
ment (PSA) created to recruit volunteers
through television for home delivered
meal programs. Professionally produced
in the fall of 1985, the tape can be edited
to include your agency’s name and
phone number.

101 ldeas for Volunteer Programs Steve
McCurley and Sue Vineyard. Heritage
Arts Publishing. 1986. 72 pp. $6.95 +
$2.50 postage/handling. Order from: Vol-
unteer Readership, 1111 N. 19th St,,
Suite 500, Arlington, VA 22209, (703)
276-0542.

A book of lists containing nearly 1,000
creative, useful and effective ways to
plan and administer volunteer programs.
Seven chapters cover program planning,
volunteer recruitment, screening and in-
terviewing, orientation and training,
leadership/supervision/recognition, vol-
unteer/staff relations and marketing/pub-
lic relations.

101 Ways to Ra:se Resources Steve
McCurley and Sue Vineyard. Heritage
Arts Publishing. 1986. 72 pp. $6.95 +
$2.50 postage/handling. Order from: Vol-
unteer Readership, 1111 N. 19th St.,
Suite 500, Arlington, VA 22209, (703)
276-0542.

Part 2 of the authors’ “Brainstorm Se-
ries,” this book is a compilation of hun-
dreds of ideas for raising material and
monetary resources. The lists contain
new fundraising ideas and tips for direct
mail fundraising, special events, publici-
ty, working with fundraising volunteers
and other related topics.

Natlonal Boycott Newsletter 6506 28th
Ave, NE, Seattle, WA 98115, (206) 523-
0421. $2/year.

This new independent publication is
published quarterly “for socially con-
cerned consumers.” It contains boycott
listings and alternative product descrip-
tions as well as editorials and such arti-
cles as ‘“Good News for Ethical Investors.”
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Poster designed by the Alpha Class of Mt. Pleasant-Blythedale U.F.S.D. Printed by CIBA-GEIGY Corporation. Located at Blythe-

dale Children's Hospital, Valhalla, NY 10595.

POSTER

In
someones
![ Lif e

VeLuireer

The summer poster is brought to you by the young teen first-prize winners of the poster contest sponsored by the Westchester County (N.Y.)
Task Force for Volunteer Month to promote volunteering. The Volunteer Service Bureau's name and phone number appeared near the
bottom. You may reproduce this art for your own volunteer recognition and recruitment purposes. Insert your program name and phone
number in the white space after the word “Volunteer."
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TO CHANGE YOUR ADDRESS—USE YOUR LABEL
FOR FAST, ACCURATE RESPONSE

I | New Address
Attach
your Name (please print)
label
here | l Address

L City/State/Zip

Return to: Voluntary Action Leadership, 1111 N. 19th St., Suite 500, Arlington, VA 22209, ATTN: Subscription Dept.








