
Training Busy Staff to Succeed with Volunteers: 
Modules 1-3 
 

•Designing Volunteer Positions 
•Recruiting Volunteers 
•Interviewing Volunteers 
 

Monday, February 2, 11:00 am to 12:00 pm (Pacific)  
 

• To access the audio, please dial 1-877-336-1274 
• Pass code 1581004, security code 1234 
• For technical problems, please call 1-601-634-4397 
• Click View, than Full Screen Mode for a full screen view.  

 
Web Conference Etiquette  
• Press mute button or *6 on your phone to reduce background noise. 
  To talk, release the mute button or press another *6.  
• Please do not put your phone on hold at anytime during the 

conference --the background music will be quite distractive to all. 
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Learning Objectives   
  
►Learn the importance of good 

volunteer position design 

 

►Understand trends in volunteering and 
their impact on design of positions 

 

►Understand the necessary components 
of written position descriptions 
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Key Concept 1 

 Good volunteer position design is 
key to the ultimate success of a 
volunteer program. 

 

 We are trying to                                      
‘sell’ our volunteer                              
opportunities.   
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Downfalls of Unclear              
Position Descriptions 

 Unable to prioritize work 
 

 Staff and other volunteers unsure of 
who is responsible for what 
 

 Frustration 
 

 Unable to celebrate completion 
without a clear goal 
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Benefits of Written Position 
Descriptions 
►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 Corps 
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Key Concept 2 

► Understanding volunteer trends 
should impact position design in our 
organization. 
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Trends in Volunteering   

►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 
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Trends in Volunteering    
►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 

►Organize a substitute system of 
volunteers 
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Responses to Volunteer Trends 

►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 
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Key Concept 3 
 
► Expanding the ways volunteers are 

utilized within the Corps will enable us 
to more effectively reach our mission. 
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Designing New Volunteer 
Positions        
►List all the duties of your current 

position. 
 

►Put an asterisk next to tasks which: 

 You feel unqualified to perform. 

 You would rather not be doing. 
 

►List the things you would like to do but 
do not have the time to perform now 
(your “Dream List”). 
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Designing Positions                
►Brainstorm programs or services you wish 

your organization could accomplish but 
cannot, due to limited resources.  

 

►Study your list and begin to develop some 
new, interesting, creative potential 
volunteer positions from the tasks and 
the “Dream List.” 

 

►Ask coworkers to help you refine these 
positions and develop new opportunities. 
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Key Concept 4 
 

►Position descriptions should be clearly 
written and include all essential 
information. 
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Elements in an Ideal 
Volunteer Position Description  
            ►Position Title 
►Supervisor 
►Goal or purpose of position 
►Major responsibilities 
►Time commitment 
►Qualifications (required, desired) 
►Work location 
►Benefits to volunteer 
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Example Position Descriptions 
on the NRM Gateway  
            ►Saylorville Lake 
►Lake Kaweah 
►Lake Okeechobee 
►Fort Worth 
►Office of Surface                                         

Mining (Toolkit) 
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Summary 

►Good position design is the foundation of 
a solid volunteer program, but it should 
also retain the fluidity necessary to 
continually undergo change. 

 
 



Volunteer 
Recruitment 
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Learning Objectives 
►Understand what recruitment is and the 

impact of doing it well 
 

►Understand barriers to volunteering…and 
some strategies to overcome them 

 

►Design an effective recruitment message 
 

►Learn about characteristics of effective 
recruiters 
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Key Concept 1 

►Until you identify and address people's 
possible resistance (personal time, child 
care needs, transportation, etc.) to 
volunteering, you will not reach your 
potential in volunteer recruitment. 
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Barriers                      Solutions 

 

 

People's limited time 

 

Develop more short term, 
episodic positions 

Costs related to volunteering 

 

Offer to cover expenses 

Distant location of 
organization 

 

Develop positions for           
people to do at their home or 
office 

Need flexibility; regular 
commitment difficult 

 

Design a back-up substitute 
system for volunteers  

 

Type of visitor/customer that 
organization serves  

Brainstorm types of people who 
care about your clients and 
design targeted recruitment to 
reach them 

Develop more short term,  

episodic positions 

Offer to pay incidental  
expenses 

Develop positions for people 
to do at their home/office 

Design a back-up substitute 
system for volunteers 

Brainstorm types of people 
who care about your visitors 
and design targeted  
recruitment to reach them 

Identifying Barriers 
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Key Concept 2 

►For volunteer recruitment to be 
successful, the needs of the Corps and 
the needs of the volunteer must be met 
simultaneously. 
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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? 
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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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*Found on 
page H-4 of 
Volunteer 
Recruitment 
chapter in 
the manual 
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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?) 
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Recruitment Techniques to Avoid 
 

► 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.canstockphoto.com/illustration/desperate.html
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Key Concept 3 

► The recruitment invitation must, 
minimally, include 3 elements: 

 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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Invitation Example 1 

► Statement of customer/visitor need 

 They have boots, hiking sticks, and cameras, but no 
leader.  Seventy-five local elementary school boys and 
girls are waiting for a leader.   

 

► How to help 

 Don’t make them stay inside.  Join our team!  Call 1-
800-VOL-TEER (800-865-8337) today! 
 

► Benefits 

 You’ll never feel more appreciated (and you’ll get some 
exercise, too!).  
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Invitation Example 2 
► Statement of visitor/customer need 

 Each year, thousands of pounds of trash float downriver 
and land on the shores of Jordan Lake. 
 

► How to help 

 You can give three hours to ride in a boat and collect 
discarded tires, plastic soda bottles, and other debris 
with our park rangers and other great folks. 
 

► Benefits 

 Knowing you’ve made a difference, enjoying a beautiful 
day on the lake, and meeting other like-minded people 
who care about the environment!  
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Sample Recruitment Message 
Dear Prospective Volunteer, 
 
We have exciting opportunities awaiting your Volunteer.gov application! Here are just a few positions: 
Volunteer Wilderness Ranger in New Mexico, Campground Host in California, Trail Maintenance 
volunteer in Florida, and Data Entry volunteer in Puerto Rico. 
 
Search Agency "Forest Service" using the "Find a Volunteer Opportunity" tool on the Volunteer.gov home 
page or use the direct link http://www.volunteer.gov/results.cfm?Agency=FS. 
 
Why volunteer with the Forest Service?  
•Participate in important projects that can guide you to job interests and future careers 
•Earn college credits through a college-approved intern program 
•Become familiar with activities and mission of the Forest Service 
•Enjoy a nice change of pace, an opportunity to relax in a beautiful outdoor setting, and a chance to 
interact with others 
 
There is something for almost everyone: kids and young adults, retirees, professionals, corporate teams, 
students, community service organizations, and individuals and groups in search of meaningful outdoor 
and stewardship projects. If you like people and care about our country's natural resources, the Forest 
Service welcomes your time and talents. 
 
Some of our volunteers serve full-time for several months, while others donate a few hours a day each 
week, or contribute to a one-time service event like National Public Lands Day. Some of our 
opportunities provide housing, a uniform, a subsistence allowance, and/or work-related transportation. 
 
We appreciate your willingness to donate your services to help care for your National Forests and hope 
you find just the right opportunity.  
 
Sincerely, 
The Volunteer Coordinators at the U.S. Forest Service 
 

http://www.volunteer.gov/
http://www.volunteer.gov/
http://www.volunteer.gov/results.cfm?Agency=FS
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Sample Recruitment Message 



© 2007, Betty Stallings   -  Energize, Inc.                  S- 35 



© 2007, Betty Stallings   -  Energize, Inc.                  S- 36 



© 2007, Betty Stallings   -  Energize, Inc.                  S- 37 



© 2007, Betty Stallings   -  Energize, Inc.                  S- 38 



© 2007, Betty Stallings   -  Energize, Inc.                  



© 2007, Betty Stallings   -  Energize, Inc.                  S- 40 



© 2007, Betty Stallings - Energize, Inc.           

Key Concept 4  

►It is important to have effective, trained 
people recruiting new volunteers. 
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Best Volunteer Recruiters   

►Current or past volunteers who are:  

 Satisfied with their volunteer work 

 Enthusiastic 

 Articulate 

 Connected with the person                               
or group being recruited 
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Summary 
 

►Address possible barriers.  
 

►There must be mutual benefits. 
 

►Design an effective message. 
 

►Select and train people to recruit. 

 

 



Interviewing Volunteers 
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Learning Objectives 
► Learn the importance/purpose of having 

interviews with prospective volunteers 

► Review the four key steps in the interview 
process 

► Design relevant interview questions and 
review the essential role of listening 
during the interview process 

► Learn options for handling challenging 
situations that occur during interviews 
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Interview Lessons Learned 
In past interviews you’ve had… what were the 
good skills/qualities of the interviewer? 

 

► Well thought out questions 

► Good listener 

► Good eye contact 

► Encouraging and supportive 

► Clear about purpose 

► No interruptions 

► Private setting 

► Gave time to reflect before answering 
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Key Concept 1   

►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. 
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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) 
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Key Concept 2 

►There are 4 Key Steps in the interview 
process:   

 Preparation 

 Opening 

 Body  

 Closing 
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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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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. 
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Body of Interview 

►There are 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. 



© 2007, Betty Stallings • Energize, Inc. 

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 his/her time. 
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*Found on 
pages H-3 
(a-c) of 
Interviewing 
Volunteers 
chapter in 
the manual 
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*Found on 
pages H-3 
(a-c) of 
Interviewing 
Volunteers 
chapter in 
the manual 
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*Found on 
pages H-3 
(a-c) of 
Interviewing 
Volunteers 
chapter in 
the manual 
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Ways to Say ‘No’ to an Applicant 
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Key Concept 3 

►Two essential skills in interviewing are: 

 Designing and asking questions 
based on an analysis of the position 
and required qualifications 

 

 Reflective listening assuring that 
both individuals are hearing and 
understanding. 
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*Found on 
page H-4 of 
Interviewing 
Volunteers 
chapter in 
the manual 
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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.  
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Inappropriate/Illegal 
Questions 
►Age 

►Citizenship 

►National Origin 

►Race/Color 

►Religion 

►Sex 

►Marital 
Status/Family 

►Personal Plans  

►Education 

►Organizational 
Affiliation 

►Police Record 

►Work 
Schedule/Travel 

►Military Discharge 

►Economic Status 
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Listening 

► Listen to understand what is meant – not to 
get ready to reply, contradict, or refute. 

► What is meant involves more than words 
(tone of voice, facial expression, overall 
behavior). 

► Don’t interpret too quickly.  Look for clues 
and  put yourself in the speaker’s shoes.  

► Put aside your own views and opinions for 
the time being.   
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Listening 
►Control impatience – listening is faster than 

talking.  

►Do not prepare to answer while listening. 

►Show interest and alertness.  

►Do not interrupt.   

►Ask ?s to secure more information, not trap 
the speaker or force them into a corner. 

►Use the technique of linking to build on what 
the interviewee has already said.   
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Key Concept 4 

►It is important to prepare for special 
challenges that might present 
themselves during the interview. 
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Possible Interviewing Challenges 

►The very shy 
►The very talkative 
►Unmotivated, possibly because 

service is a requirement 
►Attitude problem, despite skills 
►Wants position, but is not qualified 
►Only available for short-term work 
►Interviewing only on the telephone 
►Online interviewing for virtual 

volunteering 
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Summary 

►Nothing you do will impact the volunteer 
program more positively than effective 
interviewing and mutual screening.  

  

►When the right people are in the right 
jobs, the role of volunteer supervisor is a 
pleasure! 



Resources: NRM Gateway 
http://corpslakes.usace.army.mil/employees/volunteer/volunteer.cfm 

 

http://corpslakes.usace.army.mil/employees/volunteer/volunteer.cfm
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Resources: NRMG Volunteer 
Program Training Page 

http://corpslakes.usace.army.mil/employees/training.cfm?Id=volunteer&View=Yes  

http://corpslakes.usace.army.mil/employees/training.cfm?Id=volunteer&View=Yes
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Questions? 
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