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PRESENTED BYy:
STEVE CULP
Board Member, MSU Alumni International Board
Past President, Detroit Spartans
coachculp@yahoo.com
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ASSESSING YOUR REGION/ RECRUITMENT OF VOLUNTEERS
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https://alumni.msu.edu/get-together/alumni-
clubs/alumni-club-toolkit.cfm

= MSU Alumni Association
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VOLUNTEER INTEREST SURVEY
Please take a few minutes to tell us a little bit about yourself and your interests!

Full Mamg: Birthdate:

(Maiden name/nama at MSU if different, if applicabla)

Fraferred Phone; Email:

Address: City: ZIF:

1. I'm interested in being involved with a committee of local Spartans because:

2. Special skills and strengths | wish to share are:

% I'm available; [ Weekdays _ Evenings || wWeekends
1I"mi abrle to commit to volunteering: C t-zhours O 2-3hours _ 34 hours _ 4 hours+
per; _ Wegk [ Month  ear
4, | have been or am currantly involved with Michigan State University: Z Yes 1 Mo

If yes, please explain in what capacity you have been invelved (event attendee, donor, alumni board
membar, in a different gecgraphic area or local club, alumni interest group e.g9., MSUBA, GLBTQ,
alumni board with your graduating college/department, subscriber to any livestreams or M5U listsery,
racipient of the MSUAA magazine, etc.)
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Be Prepared for Volunteers.

What to Inclode in a Velooateer Job Description

There are many ways e owile e position desenplion bul hers are some wreas il should cover:

1. dul Title
Modssenplive ble grves the volunlser o sense ol ubenbily and helps salaned sl and olher
valieers uaderstand this particolar cole. Steer away fom descriptions that have o do with
py. For example, why call the receplionist a "volunteer” receplionist? You don'l say “paid”
receprionist for a ataff member.

2. Waork Locatinn
Wherz vall the individun] he warkima? Can the work be dane at hame o aparticolar sie? Is
Lhers public ransportation near your job sile’s soopou cen recrl people who might nat have
sl Lranspartation!

3. Purpose of the Position
Heow will the volunteed's work affect a project’s outcome, clienis, or mizsion? State the
sxpocted impsst for both divect service and adminigtrative assiguments 2o that volouezers
underatand how importaet they are to the crganization

4 Responsihilities and Datics
Cxplain the valuntzer pasition's specitic responsihilitics and ohligations, Say clearly what i
axpoched

5 Cualilicalinms
[1 pay= 1o be very clear ard conerete when hshing quah Beatens Tor any valunieer posibseon
L ludde educalion, personal charactecistios, skills, abalities and experience required.

4. Commitment Expected
How ek time do seu cxpect fooen the voluaseer? Iuelude leagth of sarvice, hoars per weak,
ard hanrs per day. Inchede noy special requirements such as weckend woark,

7 Traiming
Lizt what training the voluatzer will reccive, Inclnde gencral training that all positions redquins

Plus uny pesibiom-specilic Inummg Tor s assignmenl.

Tnehsde the date of the descriphon or the date that it weas updated. Tist the valunteer supereisor's name
anel hesher comtact infermation. Include informisben aboul hes o gel mere infemmation end whom o
call 10 inlerestel

Sample of a Volunteer Job Description

CONNECT. SERVE. INVEST.

Koy Roespousibilitics:

»  The Day Clair answers the phove and directs calls.

= Grests miests and directs tham to other offices or lacations,

= Answors questions sbout the agency and prevides forma when neccssary,

= Prinrs out a List of activitics that taks place that day af the ageney's offices and satellits
Ineaticns.

«  Wakes reminder phone calls o other valunteers whin nssigned o proqecis for the fellowang day

+  Opens Lhe mail and distnbutes i

+  Enters domalions received by mal inlhe dutabase.

+  Proafresds brochure copy when bme allows.

»  Alds o the preparation of bulk mailings.

»  Prepaces correspondence as needed

= Other datics a: assigned

Beports to Assistant Drircotor of the Chares Connty Agency oo Aging

The Length of Appobitment: The Dav Chair serves one day per week for three avonths. After tluee
manths, the Ty Chair may be reappointed tor another three months et the discretion of the superviser
Atter six months, the person whe serves as Dy Chair may retats to aocther pesition within the

HELS

Time Commitmeni: Cme day per week (B, W, or I} for sixchoors (9212 amoard 14 pm), fora
ruinirmm of three monihs,

Qualifications: Dazic knowledge of computer and data cniry, Pleasant maonar, paticoce, problem-
sarlving umlity, deperdakabily.

Supporit: Trammg For this pesibion il be provided. Also, the Assistanl Dareclor wall ke avislable for
yuestions and assislance.

Ape Requiremenl: Mone

Drress Code: Busives:s Casual

Oher categories you mighl wanl o beclude inoa velunleer pesition descriplion e
= Cortifications/licenses required, such as CPR Cormitication o a Conuncre tal Dyivers Liccnse.
»  Development opporfuaities, such a3 fraining and promartion to ather pesitions.

»  Secuity checks reguired. such as criminal histovy check or flugerpriat check
= Dencfits, such @z a cortificete of service, tree parking, or mifion rerizsion
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Does anyone have an examples of recruitment techniques that they have found successful
and would like to share with the group?

Any specific questions about what we have discussed so far?
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EMPOWER VOLUNTEERS
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2019 ALumMmNI CLUB LEADER SUMMIT:

Friday, May 17t & Saturday, May 18t
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Does anyone have an examples of recruitment techniques that they have found successful
and would like to share with the group?

Any specific questions about what we have discussed so far?
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VOLUNTEER LIFE CYCLE
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Continual Leadership Change/Growth
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MANAGING CHALLENGING VOLUNTEERS

Potience !
/

http://president.msu.edu/advancing-msu/statement-on-core-values.html
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Any specific questions about managing challenging volunteers?

CONNECT. SERVE. INVEST.
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THANK OUR VOLUNTEERS

h!
. We@
volunteers! ;
“ Kim Cornelisse-Kittleman * MSU Alumni Club Leaders ‘

January 2, 2017 at 9:44 PM - Lancaster, PA - [

Thank you Shay Marlowe and our ATL Spartans for
meeting up with Alternative Spartan Break students
tonight! #SpartansWill #MSUServiceDay

ia®i), Natalie Venuto Hawkins * MSU Alumni Club Leaders
April 25, 2015 at 11:48 PM - [

Thank you #siliconvalleyspartans for spending TEN
HOURS sawing, sanding, caulking, drilling, stripping,
painting a house in San Jose today. You truly knows
what it means to give backl #SpartansWILL
#MSUServiceDay #GoGreen #sfbayspartans #gogreen

Skyin Xiaoyu Yin
a__- December 4, 2017
Thank you Milind R. Agarwal, the Coordinator of the MSU Alumni Club of
India for helping M5U International Admissions team find two Indian alumni
represent MSU at U 5. University Alumni Fair organized by EducationUSA

Mumbai and U.S. Consulate General Mumbail We really appreciate your
helpl
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CONTINUE THIS
CONVERSATION!
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