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Match Volunteers to Your Organization’s Needs

Sample Version

Planning to match your organization’s needs to the right volunteers is vital to ensure success.

How often have you found yourself running in circles because a volunteer couldn’t make it to an
event? Have you ever “filled in” temporarily and found yourself still doing the same thing 6 months
later?

These “band aids” forimmediate needs end up building up resentment and eventually lead to
burnout. Pausing to plan for your needs sends the message that you care about the sustainability
of your organization. Delegating and empowering others with responsibilities essential for running
an organization will help build your base and strengthen your mission. Setting up a system where
other volunteers are trained and supported will then make it easier to “fill in” when someone takes
a break from volunteering with your NAMI.

This worksheet will help you begin the planning process. It will walk you through a process for
identifying needs, finding volunteers to meet those needs, and ensure you are building strong
partnerships with your volunteers.

What are your organization’s needs?

Where can volunteers help you succeed and fill gaps? If you are having a hard time thinking about
needs, here is a list of ideas to get you started.

e Content for communications and e Zoom producer or coordinator
social media e Dataentry
e Grantresearch & developmentofa e Program leader
grant database e Office/administrative support
e Resource & referral specialist e Board member

e Greeterfor programs

For the needs you identified, think about the skills and qualities a potential volunteer will
need. This will help you identify who might be interested and where you can find volunteers
with those skills and qualities.

You’ll need to think about hard, technical skills as well as qualities/values. For specialized skills
that require a specific talent or quality, you may benefit from more targeted recruitment
efforts. You can also think about what motivates volunteers.

TECHNICAL SOFT WHO MAY BE WHERE TO FIND MOTIVATIONS

SKILLS SKILLS/QUALITIES INTERESTED? VOLUNTEERS
Social media |Familiarization [Communication |Youth & young |High schools, Interest in
with social adults colleges, Young lactivism
development |media platforms Nonprofit
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leaders

that are Awareness of People active |Professionals  [Service hours
connectedto |basics in visual online Network,
your audiences |promotion AmeriCorps Looking to
People who like|VISTA build a
Canva or Understands playing around portfolio
interest in boundaries and  |with Marketing &
learning graphic |[social media technology Communication
design tools policy Professional
Associations
Grant Research skills |Attention to detail [Someone Colleges- Want to
research and looking to work |especially support the
development |Database Analytical ability |independently, [English mission
of grant software (Excel, on their own departments behind the
database etc.) skills time. General scenes
recruitment
Resource and|Communication|Empathy and Past program |Universities Serving
referral skills compassion participants community
specialist Volunteer forms
Database ADbility to keep Masters level |atthe end of
software (Excel, linformation social work courses
etc.) skills confidential students
Greeterfor  |Ability to be Availability Youth and Volunteer forms |Socialization
lprograms contacted to lyoung adults |at the end of
schedule Outgoing looking for courses
personality service hours
Past program
participants
Zoom zoom familiarity |Attention to detail |Potential Volunteer forms |Test out ways
lproducer or lprogram at the end of to participate
coordinator facilitators courses in the
organization
Past program
participants
Data entry Familiarity with |Attention to detail |Youth and Volunteer forms |Low level
platforms used lyoung adults |at the end of commitment
for data entry looking for courses to support the
service hours organization
Work study
Someone students and
lookingtodo  |young interns
something
mundane
Program Meets Empathy and Past program |Volunteer forms [Socialization
leader requirements |compassion participant who |at the end of
for program is in a good courses Desire to “pay

it forward”
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place with their [Local social

recovery service centers
and peer support|
organizations
Office/ admin |As needed Organizational Past program |Volunteer forms [Desire to “pay
support based on your |skills participants at the end of it forward”
technology courses
assets. People who do

not have lived |General
experience and \volunteer
want to supportlinterest

Board Depends on the |Leadership People with a |LinkedIn Board |Leadership
member Boards needs, connection to |recruitment development
but might be: “Big picture” the mission
thinker Corporate Purpose
Financial sponsors/ fulfillment
management donors
Planning Longstanding
supporters

If you were to have to have a conversation to gauge interest or capacity, think about what types of
questions would you want to ask. Use the skills, qualities, and motivations to help craft these
questions. The questions will form the basis of the all-important interview process.

Examples of general questions might include:
o Tell me about your experience with X (whatever platform, task, process you are looking to
have them do).
o Why are you interested in this particular position, task, etc.?
o Would you rather be “in person” or virtual?
o Whatis your access to necessary technology?
e What are you passionate about?
o Askthem if they would be willing to build their skills in this area.

In addition to these general questions, you’ll want to develop at least a few specific questions
based on your needs and the volunteer’s interests.

After all this planning and getting to know the volunteer, it is time to do the matchmaking!
Revisit your job descriptions and needs - does the volunteer match the job?

It is important to think about the volunteer’s skills as well as interests and motivations and make
sure they are in line with the jobs you are trying to fill and the needs you have. Always refer to

volunteer applications and conduct interviews.

Once the match is made, set your volunteers up for success.
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Make sure what there is a fit between needs - skills: compatibility. The chart below uses the

example of a social media content developer.

First Date: Both of you are testing if this is the
right fit, neither ready to make full commitment.

)Ask them to create a post for you on your
strongest platform. You can decide if it would be
a general post for engagement, promoting a
program, or a call to action.

\We like each other, but we need to learn more.
Listen to their heart, find a fit,
share expectations, avoid “oh, by the
way” moments.

This period may be longer for
positions where you need to see
more of their experience before you
can make the commitment (like
potential support group facilitators)

IAsk for their insight on the type of
communication you use. Do they have
suggestions for other platforms? Or ways to
incorporate new campaigns?

Give them a few posts where they would need to
share with you for approval before posting.
Provide specific feedback about what you like
about their work and any area where they will
need to adjust (ex. Using stigmatizing language).

Engagement!
e What are all the ways they could
get engaged with the organization?
Are there opportunities for them
to provide feedback on changes
within the position? Or pursuing
another volunteer position within the
organization?
Understand that “no” does not
mean “never”

If things are going well, have them sign an
agreement about what is allowed/not allowed for
posting and how to interact with people who post
or send messages. You can then give them Editor
position privileges to the platforms. (Note: You
should always have two individuals within your
organization who have Admin privileges)

Have them lead a campaign within the
organization.

Maintaining a Partnership
What are ways you can show how
much you care for them?

Give them a position on the Marketing and
Communications Board Committee

Provide a good reference if solicited for another
position.

Consistently evaluate the match.

It is important to revisit your needs regularly and talk to your volunteers. Are they happy? Do they
still feel fulfilled? Does something need to change?




