TIP SHEET
Tips on Working With Volunteers

Volunteers work for self-satisfaction, personal growth, fun, and other
intangible rewards. Each volunteer should be treated as a colleague and
recognized as an official part of the team. However, offer volunteers more
flexibility than you can to employees, and adjust your expectations
accordingly. For example, because volunteers can not contribute as much
time as paid, full-time workers do, they cannot complete tasks as quickly.

Get to know each volunteer personally so that you can learn about special
abilities and limitations and match responsibilities to skills. Vary
responsibilities as desired by volunteers.

Be sure to assign specific and clearly defined tasks and to explain
procedures and expectations. Develop a work plan or job description for the
volunteer to help ensure that roles and responsibilities are understood.
Provide training and give credit for work done. Give lots of feedback,
encouragement, and signs of appreciation. Be willing to change the
placement of volunteers, if that seems appropriate, or even dismiss a
volunteer if necessary.

Keep in mind the following key points of working with volunteers. They
want to be: - appreciated for the work that they do,
- busy with worthwhile and varied tasks,
- provided with clear communication about tasks and
expectations, and
- developed through training.
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