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Creating Strategic Volunteer Jobs

• What problem are you trying to solve or what community need are you trying to meet?

• List the things you would like to do but do not have the time to perform now (your “Dream List”).

• Which strategies can you afford to pursue with paid staff?

• What can volunteers do to pursue the other strategies?

Volunteer 
Needs Staff Needs
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Designing Positions for Volunteers
• Good volunteer position design is key to the ultimate success of a 

volunteer program.

• We are trying to ‘sell’ our volunteer opportunities, not only to the 
public but to our coworkers.

• It is important to stress the added value to the Corps by volunteers’ 
efforts and give specific examples of how volunteers can help paid 
staff accomplish specific goals.

• Brainstorm programs or services you wish you could accomplish but cannot, due to limited 
resources. 

• Ask coworkers to help refine these positions and develop new opportunities.

• Understanding volunteer trends can help with design of volunteer positions.
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Volunteer Trends
• Most volunteers are already employed
• Short-term volunteering options
• Desire for freedom, ability to act quickly
• Want challenging, interesting assignments
• Come from a broader cross-section of society
• Expect to be treated professionally
• Need flexibility in hours
• Family and group volunteering are popular
• Interest in working for causes vs. agencies
• Looking for job experience, training, re-entry to employment
• Many people with professional skills available
• Multitude of motivations for volunteering
• More “voluntolds” (e.g., requirement for high school graduation)
• More seniors (over 70 years old)
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Responses to Volunteer Trends

• Design episodic, short-term positions

• Offer position sharing

• Provide group volunteer opportunities

• Target recruitment to professionals, youth, retired people, 
ethnic groups, etc

• Offer flexible hours and locations

• Reimburse volunteer expenses

• Broaden the ways volunteers are utilized

• Develop positions for evenings and weekends

• Develop positions that can be performed off-site

• Create opportunities for students

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http%3A%2F%2Flogos.co%2Fdesign%2Froyalty-free-clip-art-logo-of-a-happy-cash-money-character-holding-two-thumbs-up-by-chromaco-6120&ei=j6u9VPfaDJWzyATIsoHQBQ&bvm=bv.83829542,d.aWw&psig=AFQjCNEnuTG5KDXE_Yg74ZpggF96DLJhpQ&ust=1421802765375704
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Volunteer Needs Assessment
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Benefits of Written Volunteer Descriptions

• Position descriptions should be clearly written and 
include all essential information.

• Clear understanding of what is expected by 
volunteer and staff

• Marketing tool for recruitment

• Guide for screening

• Basis for supervision and evaluation

• Contract between volunteer and USACE
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Elements in an Ideal Volunteer Position Description

• Position Title

• Supervisor/POC

• Goal or purpose of position

• Major responsibilities

• Time commitment

• Qualifications (required, desired)

• Work location

• Benefits to volunteer



9Example Position 
Description
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Volunteer Recruitment
• For volunteer recruitment to be successful, the needs of USACE and the needs of the volunteer 

must be met simultaneously.

• Too often we are tempted to fill positions without thinking whether the needs of the organization 
and the volunteer are met.

• What happens to the agency when we try to push the wrong piece into the puzzle?

• Motivations to appeal to when recruiting:
 Help others
 Improve the community or resource
 Gain work experience/ learn new skills
 Stay active and involved
 Meet new people
 Being needed
 Make professional contacts
 Meet new challenges
 Share fun time with family and friends
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Recruitment Techniques to Avoid

• Bait and switch  (You will lose trust of the volunteers)

• “There’s nothing to it.”  (Any dummy can do it! Devalues the work)

• “We’re desperate; anyone will do.”  (How special does this make a person feel?)

• Cast your net and see who swims in. (Whoops, wrong fish!)

• “You’re a CPA.  We could use one of you!” (Making assumptions)

• “We have lots of needs...HELP!” (Not specific enough)

• “I‘m tired of doing it.  Anyone else want to?” (This person should not be a recruiter)

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http%3A%2F%2Fthetrialwarrior.com%2F2010%2F09%2F12%2Fgood-grief-bait-switch-law-publishing-version%2F&ei=6ay9VNauD8SpyAS8p4DgDQ&bvm=bv.83829542,d.aWw&psig=AFQjCNGnW3omfcwSvTaFRt94NaQS-tF6SA&ust=1421803125607309
http://www.canstockphoto.com/illustration/desperate.html
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Main Elements of Recruitment
• The statement of need (The need of visitors/customers, not just of the agency!)
• How the volunteer can help
• Benefits of the position to the volunteer
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Volunteer Brochures
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Volunteer 
Posters in two 

sizes –
8½ x 11”          

and 18 x 24”
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Partnership Newsletter:

(A great way to 
share stories 

about 
outstanding 

volunteers and 
use to recruit 

new volunteers)
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Volunteer.gov

District volunteer 
coordinators have 
volunteer.gov 
Salesforce accounts 
to post opportunities 
and forward 
applications to 
project volunteer 
coordinators.
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Salesforce Volunteer.gov Admin Site
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Workamper News

• Website/magazine that USACE contracts 
with to post volunteer and paid camp host 
opportunities.

• Each project gets the following for FREE 
with our contract :
 One ad of up to 100 words in each of the 6 

issues of Workamper News
 Four 2-week Hotline ads (up to 100 words) 

per year online for immediate needs
 6 issues of Workamper News magazine 

mailed to the project
 Access to Workamper News online
 Access to an applicant resume database for 

volunteers/ contractors seeking 
opportunities

 Ability to create an employer tour to show 
off your Workamping environment
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NWW 
Volunteer 
Website



21Volunteer Flyers
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• Television interviews

• Newspaper articles

• Radio PSAs

• Word of mouth

• Social media
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Corporate Social Responsibility
Many corporations have a commitment to volunteerism or donating to causes important to the 
organization

Volunteer Page on the Gateway has some 
resources to get you thinking
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Purpose: Utilize USA's flagship conservation program "Work Boots on the Ground" to facilitate 
opportunities for their members to volunteer their time and unique trade skills towards construction, 
repair and restoration projects on USACE public lands and waters 

• USA contributes private sector resources and highly trained                                                 Union 
member volunteers such as:
• Electrical workers
• Plumbers, welders and service techs
• Machinists
• Sheet metal workers
• Painters
• Roofers
• Bricklayers
• Iron workers
• Carpenters

• http://unionsportsmen.org/

• Find out more at https://corpslakes.erdc.dren.mil/partners/national.cfm?Partner=usa

http://unionsportsmen.org/
https://corpslakes.erdc.dren.mil/partners/national.cfm?Partner=usa
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Volunteer Selection/Interviews

• The primary purposes of interviewing volunteers are to determine a mutual fit between the 
candidate and the Corps, and to screen for risks to the volunteer, the Corps, and the 
customers/visitors if the prospective volunteer is chosen.

• Importance of screening
 Mutual screening
 To protect customers/visitors
 To maintain paid staff and volunteer morale
 To guard the agency’s reputation (impacts future program)

• 4 key steps in the interview process:  
 Preparation
 Opening
 Body 
 Closing
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Interview Preparation

• Review what you know about the applicant.

• Review pertinent information about the available volunteer position(s).

• Assemble material about the agency.

• Formulate questions.

• Schedule adequate time.

• Arrange for private, comfortable place.

• Cast aside all distractions. 
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Interview Opening/Body/Closing

• Opening:
 Greet and put applicant at ease, establish rapport.
 Clarify the purpose of the interview: “…to determine if the Corps is a good match for you…
 Establish timeframe for interview.

• Body: (Three basic sections of an interview)
 You provide information on the agency, program, visitors served, etc.
 Applicant shares information about him/herself through thoughtful questioning. (skills, 

interests, experience, time availability, leadership style, motivation)
 You describe available volunteer positions or other options for involvement.

• Closing:
 Review and summarize what surfaced during the interview.
 Discuss next steps:

• If mutual acceptance: explain how volunteer becomes active.
• If no match: encourage honest sharing and refer elsewhere.

 Express appreciation for their time.
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Core Questions

• Open-ended questions are best.

• When several applicants interview for the same volunteer position, ask them all some core 
questions so you can compare their suitability.

• Situational questions determine how the person might react to specific experiences. 

Inappropriate/Illegal Interview Questions:

• Age
• Citizenship
• National Origin
• Race/Color
• Religion
• Sex

• Marital Status/Family
• Personal Plans 
• Organizational Affiliation
• Police Record
• Military Discharge
• Economic Status
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Example 
Interview 
Questions
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Volunteer 
Reference Check
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Ways to Say ‘No’ to an Applicant

“I wish we had 
something 

suitable, but we 
don’t at this 

time.”

“Our program does 
not demand the 
skills you wish to 

give.”

“Well get 
back to 
you.”

“You’re not 
suitable for us, 

but…”

“Your time 
availability 

doesn’t coincide 
with our needs.”

“The job you’re 
best qualified for is 

already filled.”

“Let me put 
you in contact 

with…”
“I don’t think you’ll 
get what you want 
out of volunteering 

with us.”
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Upcoming Volunteer Webinars/ Important Dates

• Feb 16, 10:30 – 11:30 Pacific/ 1:30 – 2:30 Eastern: Volunteer in-processing and paperwork

• Feb 24, 12:00 – 1:00 Pacific/ 3:00 – 4:00 Eastern: Volunteer orientation, training, supervision.  
Incidental expenses and reimbursements

• Mar 4, 10:30 – 11:30 Pacific/1:30 – 2:30 Eastern: Volunteer evaluations and awards.  Entering 
volunteer data in NRM Assessment 

• Apr 17 – 23: National Volunteer Week


	Volunteer Job Design, Recruitment and Selection
	Creating Strategic Volunteer Jobs
	Designing Positions for Volunteers
	Volunteer Trends
	Responses to Volunteer Trends
	Slide Number 6
	Benefits of Written Volunteer Descriptions
	Elements in an Ideal Volunteer Position Description
	Example Position Description
	Volunteer Recruitment
	Recruitment Techniques to Avoid
	Main Elements of Recruitment
	Volunteer Brochures
	Volunteer Posters in two sizes –               8½ x 11”          and 18 x 24” 
	Partnership Newsletter:
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Corporate Social Responsibility
	National MOU: Union Sportsmen’s Alliance�
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Ways to Say ‘No’ to an Applicant
	Slide Number 34

