
 
Volunteer 
Management 
Basics 
  
 



   Agenda 

• Introduction 

 

• Jigsaw activity on the basics: job descriptions, recruitment, 
placement, orientation 

 

• Support and recognition and the 7 habits of effective volunteer 
managers 

 

• Risk management: screening, addressing concerns 

 

 



Volunteers Add Real Value! 

Minnesota Literacy Council exists in part to ensure that volunteers are 
able to contribute in meaningful ways to the literacy cause and we 
were founded on the principle of “each one, teach one.” 

 

Each year, volunteers contribute thousands of hours of service and 
therefore millions of dollars (almost $5M last year) to literacy 
programs. 

 

MDE-ABE leaders have attributed the success of Minnesota’s ABE 
system in part to our skill in integrating volunteers in programs at all 
levels. 

 

What would be the impact on your program if you could no longer 
use volunteers? 

 

 



Jigsaw 

 

 
 

 

 

 

 

 

 
1. Vision/Job Description: Why do you want/need volunteers? 
What are the top 3 things you should include in a job description? 
 
2. Recruitment: What are your top 3 ways to recruit volunteers?  
 
3. Placement: How do you ensure a good match between the volunteer 
and the task/needs/program? Name your top 3. 
 
4. Orientation: What are the 3-5 most important things your volunteers 
need to know in order to be prepared for service? 
 
 
 
 
 
 
 
 
 
 



Notes from jigsaw 12/2/16 
Recruitment Ideas      
Thank you, Penny! 
  
• Flyers 
• Community Ed catalogue 
• Word of mouth 
• Newspaper 
• United Way 
• Churches 
• Social Service Groups (Kiwanis, etc.) 
• Elementary Schools Volunteer Coordinator 
• Retired Teachers Group 
• Organizations that place volunteers (Experience works, etc.) 
• Senior Centers 
• Craig’s List 
• Social Media 
• Businesses that allow employees to volunteer 
• College and Community Colleges – work study/Service Learning 
• Senior Core 
• Neighborhood Organization/Neighborhood papers 
• MN Literacy Council 
• Idealist.org 
• Library 
• Volunteer.match.com 
• Welcome Centers 
• Teacher Training Programs 
• Nextdoor.com 
• Local Chambers 

 



Notes continued 
PLACEMENT OF VOLUNTEERS 
Thank you, Julie! 
 
 
1) During interview and/or orientation: 
• Ask about their strengths, experience, and knowledge 
• Ask what their motivation is; what are they hoping to get out of the experience 
• Find out what days/hours/seasons/semesters they are available 
• Ask what format they prefer: classroom assistant, one-to-one tutor, small group, large group, ESL, 

GED, clerical, etc. 
• Tell them about the different classes and what is available (they may not be aware of all the 

various programs) 
• Be very specific about their responsibilities in the classroom 
 
 
2)   Other Suggestions 
• Find out what the individual teachers need  
• Chart what classes/hours need volunteers & match to volunteer schedules 
• If a volunteer is reluctant to try a particular class, have them observe for a couple of days 
• Give potential volunteers tours of the facility and various classes 
• After a new volunteer starts, follow up with them in 2 weeks and ask how it’s going, what do they 

need in order to feel more comfortable, etc. 
 



Debrief 

• What did you take away? 

 

• What can you use in your program right away and what do 
you want to learn more about? 



Support 

• Training and orientation  

• The opportunity for observation and feedback How are they 
doing? Would they like help?  

• Sharing resources and information that may be helpful and/or 
important to volunteers 

• Being available for questions, to give feedback  



Recognition 

Means different things to different people 

 

• Being consistently welcoming, appreciative 

• Weekly newsletter to communicate what’s happening and 
provide feedback 

• End of semester/season potluck for all volunteers 

• Trainings and events on topics of interest to your volunteers 

• Thank you cards from students or teachers 

• Literacy Leader 

 

 

• Go to Rob’s session later today for more ideas! 



 
 
The 7 Habits 
 
 



 

 

Create a warm and 
welcoming 
environment for your 
volunteers 

Habit #1 



“Our Amazing Volunteers” 

Open Door Learning Center 
– Lake Street’s volunteer 
wall 



Habit #2 

Model the teaching 

and other behavior 

you want to see  

from your 
volunteers 
 

 



Habit #3 

Check in, follow up, repeat 
 



Habit #3 

Irene,  
Wow! What a fabulous report to 
read, and what a great device you 
used with the letters! Might you 
have copies of those letters? I’d 
love to read them too. 
 

Hi Beth,  
I want to share theses updated 
resources from the GED testing 
service offering new sample 
extended response prompts + 
extended response resource guide 
for scoring … 
 



Habit #4 

Prioritize your volunteers 



Habit #5 

Tie your 
feedback to the 
students 



Habit #6 

 

Make recognition a regular thing 



Habit #7 

Take an interest in 
each volunteer 



Risk management includes… 
• A clear position description 

 

• Interviewing and screening 

 

• Appropriate Placement 

 

• Orientations with program  

    expectations clearly laid out  

 

• Reference checks 

 

• Background checks 

When good cats make bad decisions  



 
Risk 
Management 

• What is it? 

• What does your program currently do to manage risk? 

• Where does it fit in to the four categories we’ve been 
talking about? 



Interviewing and 
screening:  
if you’re on the fence… 

• Reference checks 

• Former co-workers, colleagues or coordinators 

• Take each reference with a grain of salt 

 

• Background checks 

• Disclosure 

• No cost options: National Sex Offender Registry (www.nsopw.gov) 
or MN- Bureau of Criminal Apprehension 
(www.bca.state.mn.us/bca.asp)  

http://www.nsopw.gov/
http://www.bca.state.mn.us/bca.asp


Screening Scenario  

You’re in the process of screening a new volunteer, Chris. At the 
in-person interview last week Chris seemed very personable a 
talked a lot about his experience living overseas and his love of 
languages.  

 

You had asked Chris to complete your program’s volunteer 
application and send it to you last Friday. It finally came in, 
almost a week late with no explanation. You decided to check 
Chris’s references and they’re pretty middle of the road. Nothing 
negative, but nothing extremely positive.  

 

Chris called today to ask if he can just get started teaching next 
Tuesday. He’s totally “psyched” and can’t wait to use his Spanish 
again.  
 



Addressing concerns and 
unexpected behaviors 

• It’s important to address any situation that is not lining up 
with your program’s expectations.  

• Discuss the situation in a timely manner 

• You might say… 

• “I noticed ______...” and ask the volunteer to describe what 
happened or their reasoning behind the behavior. 

 



Addressing concerns or 
unexpected behaviors 

• If a problem or behavior persists try… 

• Observation and training 

• Discussion 

 

• Additional points to consider… 

• Supervision 

• Training and job description 

• Motivation 

 

 



Management Scenario 1 

Kady teaches intermediate ESL on Tuesday nights. You’ve notice 
that Kady’s students seem confused when they take their 
breaks. You’ve also overheard a student say, “Miss Kadys talks so 
fast!”  

 

Kady always comes to class prepared and seems to really enjoy 
teaching. But, you want your students to be successful in class. 
What do you do?  



Management Scenario 2 

Joe teaches GED math every Tuesday and Thursday. Joe loves to 
tell jokes. He jokes with staff and students alike. Sometimes 
Joe’s jokes are inappropriate for school. You’ve brought this to 
Joe’s attention and he said he’d try to watch it.  

 

Last week you overheard Joe tell multiple inappropriate jokes to 
students. You don’t want students or staff to be uncomfortable 
when they come to your learning center. What do you do?  



Wrap-up 

Think about the 7 habits 
 

welcoming space – model – check in – prioritize 
volunteers – tie feedback to student learning – make 

recognition regular – take an interest 

 
• What comes naturally to you as a volunteer manager? 

 

• What do you think you need to work on?  

 

• Generally, what are you taking away from this session that will 
help you in your job? What are the action steps you will take 
to make sure this happens? 



Resources to check out  
Minnesota Literacy Council’s volunteer management web section has a wealth of great resources on the basics: 
http://www.mnliteracy.org/volunteermanagementtools 

 

Other sites 

 

www.energize.inc –an interesting website with information about all of the basics for volunteer management. They 
have a helpful resource library.  

  

http://tobijohnson.typepad.com/tobisblog/ --blog that includes a lot of cutting-edge, trendy info about volunteerism 
and how non-profits are engaging volunteers.  

  

http://learn.volunteermatch.org/ --VolunteerMatch’s learning center is the go-to place for the latest in volunteer 
management trends. 

  

www.jffixler.com --this site has some interesting things to say about the latest trends in volunteering and how this 
affects the way volunteer coordinators do their work.   

 

e-volunteerism.com-- this site offers ready-made training templates, the latest research and interesting articles 
written by professionals in the volunteer management field.  

 

Books on the table! 
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Thank you! 

Cathy Grady 

cgrady@mnliteracy.org 

651-251-9068 

mailto:cgrady@mnliteracy.org

