Community CVS Information Sheet

V11 TIPS FOR SELECTING & RECRUITING VOLUNTEERS

By selecting and recruiting we mean any process your organisation would use to assess the suitability of a potential volunteer.  This may be a pre-volunteering visit or informal chat or a formal interview.  See also V1 and V11a.

QUESTIONS YOU COULD ASK A POTENTIAL VOLUNTEER:

· Why do you want to volunteer? What attracted you to this organisation?

· What experience/knowledge/skills/interest/personal qualities do you have that you would be able to use as a volunteer here?

· Have you volunteered in the past? What did you like/dislike?

· What would you hope to get out of volunteering with us?

· What kind of work are you interested in? What can I tell you about being a volunteer for our organisation?

HOW TO GET THE BEST OUT OF A POTENTIAL VOLUNTEER:

· Environment.  Ensure the room is welcoming.  It is private and the venue is easily accessible.  It’s not too hot or cold and the room is laid out in a non-threatening way.  Ensure there will be no interruptions.

· Get someone to greet the potential volunteer and make them feel comfortable and welcome – first impressions last.

· Information.  Am I able to answer any questions the interviewee may have?  Do I have printed information for them to take away with them about the organisation?  Do I have printed role descriptions to show the volunteer.

· Preparation.  Practise your interview skills with your co-interviewer beforehand.  Have a set of questions to ask related to particular roles.  Have open questions to explore a potential volunteer’s motivation.  Make time to discuss the interviewee and the interview with your co-interviewer.

· An interview is a two-way process, as much for the potential volunteer to explore whether they wish to work for your organisation and a chance for you to assess their suitability.  

· An interview should be:- 

50% - For you to convince the potential volunteer that the voluntary role is important and interesting.

50% - For you to assess if the volunteer is right for the organisation and is there a role they can fill? (An important skill is the ability to spot unexpected talents and construct potential roles that could fit a particular individual on the spot i.e. during the interview)

FACTORS IN MAKING A DECISION ABOUT THE SUITABILITY OF A POTENTIAL VOLUNTEER:

· Ability of the potential volunteer to undertake a role in the organisation

· Ability of the organisation to be able to fulfil the needs and expectations of the potential volunteer

· Ability to match a potential volunteer with a task they will enjoy

· Ability of the organisation to be flexible and develop suitable roles for particular volunteers to fulfil

WHAT TO DO AT THE END/AFTER THE INTERVIEW:

· Ask the interviewee if they are still interested in volunteering with the organisation or if they would like to have a taster day before making a decision (this could be part of the assessment process for both the potential volunteer and the organisation).

· Tell the interviewee that you will let them know by a certain time and day (as soon as possible) if you have been able to accept them.

· Ask them if there is anything else they wish to know and offer them the chance to contact you after the interview with any questions that may come to them later.

· If they are not suitable provide honest reasons.  If appropriate back this up with a letter.  Remember, be kind!

INAPPROPRIATE REASONS AND ACCEPTABLE REASONS TO SAY ‘NO’:

Inappropriate reasons include:-

If you don’t like the appearance of someone, or the way they talk, age, gender, marital status, religion, ethnic background, sexuality, personal history and ability.  (Training for volunteers should be considered before judging a volunteer’s ability at the start).  Volunteers should not be discriminated against on the basis of any of the above.

Acceptable reasons include:-

· The potential volunteer’s expectations could not be fulfilled by the organisation

· If their health condition cannot be accommodated through reasonable flexibility

· If the law dictates that they must not undertake certain work due to very serious unspent criminal convictions.  Only say no after you have explored the possibility of adapting volunteer roles e.g. providing more supervision, or if the offence is directly related to the work that the volunteer will be doing

· Ex-offenders deserve as much chance as anyone else and can make excellent volunteers

Community CVS

http://www.communitycvs.org.uk/
