Volunteer
Management.
A journey
in 13 steps
Gerasimos Kouvaras

Volunteer
Management.
A journey
in 13 steps
Gerasimos Kouvaras

© Γεράσιμος Κουβαράς, Volunteer4Greece
Συγγραφέας: Γεράσιμος Κουβαράς
Επιμέλεια Κειμένων: Λένα Παναγιωταρέα, Βάλια Σαββίδου
Volunteer4Greece
Αποστόλου Παύλου 10Α, 15131, Μαρούσι
Τηλ.: 210 8115398
info@volunteer4greece.gr
www.volunteer4greece.gr

In September 2015, the Volunteer4Greece team set out by adding an educational, participatory and voluntary journey to
the world of organizations for the Society of Citizens into its scope of activities! This trip was realized with funding support by
Norway, Iceland and Lichtenstein, countries that comprise the European Economic Area, via the ÒWe Are All CitizensÓ program
of the EEA Grants. The Bodossakis Foundation is a helper of our effort and general administrator for the program in Greece.
As time went by, along with the activities in the framework of the funded program, which included seminars, day events,
workshops and the development of communication channels between organizations and volunteer candidates, we all came
a little closer. Our point of contact, the belief for selfless offering, the promotion of volunteer importance, the practical
strengthening of the work by the Society of Citizens.
In this way we detected the needs of people in the organizations and while on a stop in the months-long journey, the notion
for a book came up! A book to study and to propose, a tool with main target the presentation of a process for developing
relations of confidence between volunteers and organizations, relations towards the same direction, the social offering: the
volunteer management manual.
The notion became a reality by Gerasimos Kouvaras, Director of ActionAid Hellas and the team of Volunteer4Greece, which
worked in support of the writer and so was the title born - ÒVolunteer Management. A journey in 13 stepsÓ. This book, edited in
electronic form, is available for all, while interested parties may make the most out of the tools included.
We hope that you find it useful, realistic and supportive for your work!
From the writer & and the team of Volunteer4Greece
Pleasant reading!
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gerasimos kouvaras Ι 7

Volunteer4Greece is a Civil Nonprofit Society, with the mission
to create bridges of communication between volunteers and nongovernmental/nonprofit organizations of the Civil Society in Greece.
The organization is active in three parallel paths, for a total approach
and augmentation of volunteerism in Greece.
A direct communication takes place through electronic platform
www.volunteer4greece.gr between the Non-profit Organizations,
by posting announcements for finding volunteers and volunteer
candidates, while the platform constitutes concurrently a constantly
enriched list of volunteer organizations within the country.
The second path of activity concerns the implementation of training
seminars and daily events for the Civil Society, with multiple targets,
such as the exchange of ideas and best practices, as well as the
strengthening of skills for personnel occupied with the NGO on various
topical fields.
A third path of activity for Volunteer4Greece is the planning and
implementation of corporate volunteer programs, the mission thereof
being the connection and participation of the corporate world with NGO
needs and, at the same time, the reinforcement of volunteer culture
for employees, via their active involvement into volunteer actions.
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PREFACE
Management of non-profit organizations has been studied quite less compared to corporate management and thus the nonprofit sector
has, as a rule, adopted and still adopts techniques and practices tested within the entrepreneurial (or profit-seeking) sector, attempting
to adapt them accordingly. The particular nature and characteristics of non-profit organizations do not, however, simplify management;
on the contrary they complicate it. With regard to human resources management, a fundamental peculiarity of non-profit organizations,
forming an outstanding challenge to management, is the offer of voluntary labor and the coexistence of salaried and voluntary human
resources.
The Manual for the effective volunteer management, an outcome of practical personal experience and primary and secondary
research and study, attempts in a comprehensive and practical manner to cover the basic steps that should be followed when planning,
organizing and administering a volunteer program. The manual structure and content is such, that it concerns any non-profit organization
irrelevant of its size or field of activity. The manual is written in such a way, so that it addresses the person in charge of volunteers within
an organization, which might involve salaried and volunteer human resources, as well as the top management in the organization;
but it also concerns anyone interested in, studying or involved with volunteer management professionally, voluntarily or for research
purposes.
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A. INTRODUCTION

A. INTRODUCTION
Volunteerism is a quite misunderstood concept. Stereotypes escorting volunteerism have created a series of tales about volunteer
programs, which can be heard on a daily basis, not only within the society, but even within the organizations. As an introduction to this
manual, we decided to cite 10 of the myths we can hear of more frequently, with the intention that reading the upcoming pages will
assist us in confuting it.

10 myths about volunteer programs
1.	Since they work for free, volunteers are a gift of society and

8.	The volunteer program is a separate function of the

no organization investment
2.	A good volunteer coordinator practically assures a successful
volunteer program
3.	The fee for a volunteer responsible is the sole essential cost
in a volunteer program
4. A volunteer is a very specific kind of person whose
characteristics are predictable
5.	As a rule, people become volunteers because they have
nothing else to do
6.	Volunteers and particularly the young ones cannot be reliable
and handle matters requiring discretion
7. The nature of most works is such that it allows no valorization
for volunteers

9.	The primary (if not the only) role of volunteers is to improve

organization and it needs not be incorporated
the organization services towards the recipients

10.	If we had enough money we would need no volunteers.
The two most fundamental reasons for volunteer
programs to fail are:
	
The lack of knowledge about administration and organizing,
and
	
An over-simplified perspective about an individual and one’s
motives.
Thus, emphasis within this manual is given precisely on knowledge
buildup and widening the perception on the issues above, which
will allow us to effectively plan and administer.
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Β. MANAGEMENT STAGES FOR A VOLUNTEER PROGRAM

Organizational and administrative stages for a volunteer program can be split into two general groups, the preparation
stages and the application stages. All of these stages are dealt with separately within the next chapters.
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1.	RECOGNITION OF VOLUNTEER VALUE
The first step before we commence with planning a volunteer program is to agree upon a commonly acceptable definition for volunteerism. For the purposes of this manual we shall use the following definition:
ÒVolunteerism comprises the actions or the roles undertaken and carried out by the citizens in their free will, with no financial return,
for some socially beneficial purpose within the framework of nonprofit organization activityÓ.
Even though the above or any commonly acceptable definition may appear self-proven, its limits are frequently vague. Because of
this, it is particularly important to agree also upon what volunteerism is not...

Volunteerism is not:
6.	Participation in activities of commercial, advertising and generally for-profit nature within the framework of bodies who are
1.	Unpaid labor (within the framework of professional roles and
not nonprofit
when substituting workers)
2.	The various forms of practical training for the acquisition of a 7. The exploitation of the disposition for social offering with the
aim of profit.
degree or professional specialization
3.	Participation in political parties and professional sports clubs Beyond defining what volunteerism is and is not, what is required
4.	Voluntary participation into activities being hobbies and exclu- is to configure a common perception within the organization about
sively concern our personal benefit and our personal interests the importance of volunteerism and the worth of voluntary labor to
the society, the organization as well as the volunteer himself.
5.	Forced labor (meaning when a service is offered compulsively
by coercion and not as a free choice)
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Pages could have been written about the significance and the
necessity of volunteers; however the purpose of this manual is to
be used as a concise and practical guide for an effective volunteer
management. Thus, all that is written within this chapter, too, target
to serve precisely this purpose.
Let’s start by stating that the idea and establishment of a volunteer organization is directly connected to voluntary labor. Usually,
a group of people voluntarily devote their time and team up with
another in order to become more effective, with the vision to create
a more fair society. Frequently, these persons form the volunteer
Board of Directors for the organization they founded. Even though
different legal forms exist for Non-Government - Nonprofit Organizations and different managerial schemes, referring to the term Board
of Directors, we mean the lawful delegates of the body.
The Board of Directors bears the responsibility of organizational
policy layout. This policy should feature the intention of developing
a volunteer program connected with and supported by the entirety
of the organization. We can set out by admitting that the offer for
volunteer labor positions is an obligation of each Non-Government
Organization (NGO) against society, and this is or has to be part of
its mission.
Beyond this, though, there are many reasons making the participation of volunteers into the organization important. Some of
them are:
	They add value to the organization, since by collaborating with salaried personnel they bolster the quality and the
quantity of services provided.
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	They support personnel in becoming more productive and
more effective.
	They bring specialties and knowledge into the organization, which would be otherwise absent
	They attribute reliability to the organization
	They form a bridge between the organization and the society, conveying the voice of society into the organization (extroversion) and functioning as carriers of the organizational
philosophy into society
	They contribute towards the creation of a friends’ and supporters’ base within society
They augment the public’s updating and training.
	They contribute towards finding financial or in kind
resources
	They constitute an indirect form of financing by means of
the non-paid labor they offer.
	They bring fresh ideas and widen the work production options with novel activities
	They provide consulting services
	Finally, there are roles matching solely with the nature of voluntary offering (e.g. when a country’s governor receives a
complaint letter regarding human rights abuse in his land or
a prisoner of conscience respectively a letter of support, he
expects the sender to be a volunteer!).

Why a volunteer program?
Improved quality and quantity
of services offered
Support of personnel
so that it becomes
More effective
Connecting link
with society
(extroversion)
Development of activities
and services we would
like to have but would not
be able to achieve

1
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2
3
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7
8
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9
5

10

Improvement of
public image and
public relations
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or in kind resources

Raw material for Identification and
pre-training of future executives
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Forms of volunteerism

There are many different forms of organized voluntary activity and many ways to categorize them. Some of them are, as
related to:
	
the purpose

the geography

	
the duration

the scope of work
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Σε σχέση με το σκοπό, που προσδιορίζεται από την αποστολή και
το αντικείμενο της οργάνωσης στην οποία απασχολείται ο εθελοντής, διακρίνουμε πολλές διαφορετικές κατηγορίες, όπως π.χ.
προστασία του περιβάλλοντος και περιβαλλοντική εκπαίδευση,
κοινωνική πρόνοια και αλληλεγγύη, πολιτισμός και πολιτιστική
κληρονομιά, διαπολιτισμική κατανόηση, εκπαίδευση και αλληλεγγύη, αναπτυξιακή βοήθεια στο εξωτερικό, παροχή επείγουσας
ανθρωπιστικής βοήθειας, υπεράσπιση της ειρήνης στον κόσμο,
υπεράσπιση των ανθρωπίνων δικαιωμάτων και ελευθεριών, υποστήριξη συγκεκριμένων ομάδων που υφίστανται κοινωνικό αποκλεισμό, προώθηση της δημοκρατικής συμμετοχής, προστασία
του παιδιού, προστασία καταναλωτών κ.α.
Κάθε μια από τις παραπάνω κατηγορίες μπορεί να εκφράζεται
με πολύ διαφορετικούς τρόπους δράσης ή αντικείμενο εργασίας.
Έτσι, π.χ. στον κοινωνικό τομέα, η παροχή υπηρεσιών μπορεί να
πάρει τη μορφή εμψύχωσης, συνοδείας, βοήθειας στο σπίτι, ψυχολογικής υποστήριξης, υγειονομικής φροντίδας, ενισχυτικής διδασκαλίας, παροχής εξειδικευμένων επιστημονικών υπηρεσιών,
ψυχαγωγίας, συγκέντρωση και διανομή βοήθειας σε είδος κ.λ.π.
Οι περιβαλλοντικές οργανώσεις μπορεί να ασχολούνται με καθαρισμό ακτών, δασών, προγράμματα περιβαλλοντικής εκπαίδευσης, εκστρατείες ευαισθητοποίησης ή ακτιβιστικές δράσεις, προγράμματα προστασίας απειλούμενων ειδών, βιοτόπων, υγροτόπων
κ.ο.κ. Πολλά αντικείμενα εργασίας είναι κοινά στις περισσότερες
από τις οργανώσεις ανεξαρτήτως του σκοπού τους. Αυτά τα αντικείμενα συνήθως έχουν να κάνουν με την υποστήριξη εργασιών
του γραφείου ή κάποιες εξειδικευμένες υπηρεσίες, όπως π.χ.
γραφιστική επιμέλεια, μεταφράσεις, επιμέλεια κειμένων κ.α.
Ως προς τη γεωγραφία, η εθελοντική εργασία μπορεί να είναι
τοπική (συμμετοχή σε ένα τοπικό σύλλογο ή σε μια οργάνωση με

παρέμβαση στα στενά γεωγραφικά πλαίσια μιας κοινότητας, ενός
δημοτικού διαμερίσματος ή ενός δήμου), εθνική (συμμετοχή σε
πανελλήνιας εμβέλειας δράσεις) ή διεθνής (συμμετοχή, για παράδειγμα, σε διεθνείς αποστολές ανθρωπιστικής ή αναπτυξιακής
βοήθειας ή σε διεθνείς ανταλλαγές νέων κ.α.). Τα τελευταία χρόνια, η ανάπτυξη της τεχνολογίας και της χρήσης του διαδικτύου
έχει δημιουργήσει μια νέα κατηγορία, τον εθελοντισμό online,
όπου η εθελοντική εργασία παρέχεται εξ αποστάσεως. Παραδείγματα εργασιών που μπορούν να καλυφθούν είναι οι υπηρεσίες μετάφρασης, η ενισχυτική διδασκαλία ή η παροχή συμβουλευτικών
υπηρεσιών μέσω skype κ.α.
Τέλος, ως προς τη διάρκεια, θα ορίζαμε ως εθελοντισμό κανονικής ή συνήθους διάρκειας την εθελοντική δέσμευση για ένα
εύλογο χρονικό διάστημα και με μια τακτικότητα. Συνήθως η τακτικότητα αυτή κυμαίνεται από κάποιες ώρες τη βδομάδα ως κάποιες
ώρες το μήνα. Αντίστοιχα, σύντομης διάρκειας είναι ο εθελοντισμός που συνδέεται με ad hoc συμμετοχή σε κάποια δράση (π.χ.
καθαρισμός παραλίας μια φορά το χρόνο) ενώ μακράς διάρκειας,
η μερική ή πλήρης δέσμευση για ένα σημαντικό χρονικό διάστημα
σε έναν εθελοντικό ρόλο. Η μακράς διάρκειας δέσμευση, η οποία
συχνά ισοδυναμεί με μια μερική ή πλήρη απασχόληση, διέπεται
συνήθως από διαφορετικούς κανόνες, όπως η αποζημίωση του
εθελοντή για να καλύψει τα βασικά έξοδα διαβίωσής του, η φιλοξενία ή η ασφάλισή του. Παραδείγματα μακράς διάρκειας εθελοντικής υπηρεσίας είναι το πρόγραμμα European Voluntary Service
της Ευρωπαϊκής Επιτροπής, το πρόγραμμα UN Volunteers ή το νέο
πρόγραμμα των EU aid volunteers.
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2. CONFIGURATION OF INTERNAL POLICY
The first text in writing an organization requires when planning
a volunteer program is the policy which will govern it; this should
be accepted and approved by high management (board of directors).

Why does an organization need a written policy for
volunteerism?
1.	To confirm the organization’s commitment against its
volunteers and to promote it towards the external public
2.	To self-commit with regard to consistency, stability, equal
treatment and transparency for procedures relating to the
volunteer program
3.	To provide volunteers with security about what they can
expect, as well as where they can turn to in case of a problem
4.	To clearly give the principles governing volunteer work and the
volunteer role within the organization to the personnel and the
BoD.

The policy may be brief and encompass the absolutely fundamental principles, often referring to other particular organization policies, if already existing; or it might be much more
detailed document, which among others might regulate and describe the following:

	Volunteer orientation and training (see chapter 9
and 10)
	Compensation for volunteer expenses

Volunteer supervision and support (see chapter 11)
Personnel - volunteer relations (see chapter 4)
Health and safety in the workplace
Equal opportunity, equality principles etc
Discretion and data protection
Conflict resolution and complaint handling procedure
Entitlements and obligations for the volunteers and the
organization.
A charter of rights for the volunteer and the organization could
include the following:

Volunteer rights
To know whether, and how, they have been selected
To receive work of substantial content to accomplish
To be aware of the expectations placed on them

Process and principles for attracting volunteers (see

To be provided with suitable training

chapter 7 and 8)

To have their voluntary contribution evaluated and recognized
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To receive supervision and support

To be frank should any problem arise
	

To receive some personal benefit out of their work

To respect the discretion existing
	

To be aware of whom to turn to in case some problem emerges

To walk out when asked to and/or when they do not enjoy their
	
volunteer experience any more.

	To be compensated for all additional expenses emerging while
they volunteer
To make mistakes and learn from them
To be aware of any existing penalty and notice procedures
	To be treated fairly and equally and not be subject to any discrimination
	To have safe working conditions, including their health insurance

Organization obligations
	To make certain that volunteer experience is recompensed
	To ensure an equal participation for all and to prevent discrimination
	To care that volunteers are assigned clear and essential roles

	To be informed about the broader work of the organization; but
also to have an opportunity for taking an active role in it

	To have rules and procedures enacted for volunteers

	To have the option of saying ‘no’ and leaving the organization
without guilt.

	To at the volunteers’ disposal

Volunteer obligations
To respect the organization’s values and targets
To be committed
To be reliable and give to the organization due notice in time if
	
they cannot show up
Be consistent
To participate in training seminars and support meetings
To set high aspirations

	To provide all necessary information to volunteers
	To offer training seminars, where deemed necessary
	To thank and evaluate volunteers
	To provide medical coverage
	To inform volunteers with regard to the responsibilities they
are called to undertake
To supervise and provide support
To compensate any personal expenses
To provide a safe work environment
	To listen to them and take feedback both during their cooperation as well as when they leave.
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Organization rights
To seek for specific skills and specific qualifications from
	
volunteers
To select only the volunteers suitable for carrying through
	
with the specific work
To prepare a contract or an agreement for the volunteer
	
To ask that work be carried out through a specific mode
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To ask for commitment
	
To ask for reliability
	
To ask for consistency
	
To handle disciplinary matters and complaint issues
	
To request that volunteers leave, if their participation obstructs
	
the organization in fulfilling its targets.

3. 	STRATEGIC PLANNING
The next internal practical step for planning a voluntary program is to determine how volunteers could practically help in achieving the
goals for our organization. This, however, means that our goals must have been already unambiguously cleared out. If the previous, first
stage required a configured policy by the organization, this stage requires a configured strategy.
Therefore the strategic planning of the volunteer program is part of the organization’s overall strategy and the operational planning
part of the overall operational plan.

The questions we are called upon to answer
The volunteer responsible
are:
The selection of volunteer responsible if of key importancefor the
1.	How could volunteers contribute to serving our program and development of the volunteer program. The responsible will be
volunteer organizational targets?
2. What are expectations out of the volunteer program?
3. What kind of volunteer profile do we need?
4.	What are our strong points and our weaknesses in order to
implement a volunteer program?
5.	 Who will coordinate/administer the volunteer program?
Which is his/her position in the organization chart?
6.	How suitable and ready is personnel to evaluate and manage
the volunteers? (see rel. chapter)
7. What changes need to be done on a culture level?
8.	What improvements need to take place into our systems and
procedures?
9. What are our needs in technical equipment?
10.	What financial resources are required and in what way are we
to ensure them?

called upon to function in three parallel levels:
Volunteer and program management
	
Supervision of salaried personnel in cooperation with the vol	
unteers
Management of the relation between salaried - volunteer personnel.
The role and the work description of the volunteer program responsible is elucidated in detail within the upcoming part of this
manual, since management or coordination for each stage is his
responsibility.
The position of the volunteer responsible within the organization
chart and his scope of responsibility are of great significance. Often, we see organizations starting volunteer programs, either without assigning the administrative role to some salaried executive,
or giving the role of coordination thereof to some worker at the
fringe of his other duties (e.g. to the responsible for communications or finding resources).
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Within a large organization, the volunteer sector should ideally The fields may include:
be part of the Human Resources Management department and,
	Volunteer’s full name
through this, be represented to top management. If talking about
	Date of birth
a smaller structure, then it is good for the volunteer responsible to
	Address - telephone - e-mail
be part of the management team.
	Occupation, current and previous
Procedures, systems and technical
	Volunteer background
	Education level and academic degrees
equipment
The description of all procedures for a volunteer program is a basic
	Computer knowledge
subject of the present manual, therefore each one is presented
	Foreign languages
at the relevant chapter. All procedure are usually accompanied
	Driver’s license
by forms, printed or electronic. These forms, presented in the
	Other knowledge or skills
respective chapters.
	Hobby, interests
During the entire program duration we need to keep and update
volunteer data in a database. The simpler one is Access featured
	Motives
within Microsoft Office, but more dynamic bases or systems are
	Work preferences
available that may be interconnected with organizational functions
	Availability
and communicate with other bases, our webpage etc. All data in
	Physical limitations
the original application have to be registered and, following this,
each new element should be filled in or updated. This means that
	Telephone no. and contact person in case of emergency
from the outset we must have predicted all necessary fields that
	Recommendations
can be filled in.
	Hours of volunteer work (on a monthly and yearly basis) SecMost of these fields are to be coded with preselected answer
tors - subjects of occupation undertaken
options and not free, so that a better grouping can take place as
	Name of immediate supervisor
far as regards our communication with the volunteers and a better
	If specific program stages have been completed (eg. Selection
extraction of statistical results.
interview, basic training program, exit interview in case of departure)
	 Cause of departure (if gone).
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Since an institutional void exists in Greece in relation to Budget
volunteerism, it is good for each volunteer to sign a statement Budget for a volunteer program usually contains the following
of voluntary commitment with the organization, which will make categories of expenses:
clear that this commitment is volitional, so that no danger appears
Salary for the responsible/coordinator or other workers at the
	
to consider his/her offer as unsecured labor. In addition, a table
volunteer program
with the names of volunteers occupied is to be posted up on a
Fixed costs for the office (rent, utility bills etc.)
	
weekly basis at the office, along with the relevant timetable.
As regards technical equipment, this depends on the size and
Printouts
nature of the volunteer program. Apart from a computer with the
Expendables
basic software programs and the database, technical equipment
Technical equipment (computers, software, printer etc.)
is often shared with other functions within the organization or
Communication expenses (telephone, post)
is acquired specifically for the volunteer program. Indicatively,
Training costs (trainer’s fee, space renting, equipment)
a projector for presentations, a photocopier, a photo camera
constitute equipment necessary at any case.
Cost of attracting (announcements etc)
Recognition costs - Volunteer privileges
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Προϋπολογισμός Εθελοντικού Προγράμματος
* Ο σχεδιασμός ενός εθελοντικού προγράμματος εντάσσεται στον προϋπολογισμό της οργάνωσης, αφού απαιτούνται δαπάνες αποκλειστικά για την
υλοποίησή του, ενώ, όπως σε κάθε πρόγραμμα, του αντιστοιχεί μέρος διαφόρων από τις βασικές κατηγορίες δαπανών της οργάνωσης (σε ποσοστό).
ΚΑΤΗΓΟΡΙΕΣ ΔΑΠΑΝΩΝ (*ενδεικτικές)

ΜισθοδοΠάγια έξοδα
σία του/της
γραφείου
υπεύθυνου/ης (ενοίκιο, ΔΕΚΟ,
/συντονιστή/ Τηλέφωνα, κ.α.)
ριας ή /και
άλλων εργαζόμενων στο
εθελοντικό
πρόγραμμα
Μικτό εταιρικό
κόστος, ανά
άτομο

Ποσοστιαία
συμμετοχή του
εθελοντικού
προγράμματος
επί των συνολικών παγίων
εξόδων της
εταιρίας.

Αναλώσιμα

Ποσοστιαία
συμμετοχή του
εθελοντικού
προγράμματος.
Απαραίτητα για
την λειτουργία
του προγράμματος

Τεχνολογι- Κόστος εκκός εξοπλι- παιδεύσεων
σμός (υπο(αμοιβή
λογιστές, εκπαιδευτή,
software,
ενοικίαση
εκτυπωτής χώρου, εξοκλπ.)
πλισμός)

Ποσοστιαία
συμμετοχή
του εθελοντικού προγράμματος

Έξοδα προσέλκυσης
(αγγελίες
κλπ)

Έξοδα αναγνώ- Διαφημιστικά
ρισης - Προνόμια έξοδα για την
εθελοντών
προβολή/
πρόωθηση του
προγράμματος

Στην περίΣτην περίπτωση που πτωση που
υπάρχει
αναρτηθούν
αμοιβή/
αγγελίες με
κόστος στα πληρωμένη
παραπάνω. καταχώρηση.

Π.χ. έξοδα διορ- Π.χ. εκτύπωση banner,
γάνωσης μιας
εκδήλωσης αφιε- φυλλαδίων,
ρωμένης στους e-banner, κ.α.
εθελοντές, έξοδα μετακίνησης,
διατροφής κλπ.
αν παρέχονται,
έξοδα για δώρα
κ.α.
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Securing the resources necessary for the program can be done
in many ways.
We indicatively state:
Percentage of revenues from member subscriptions

	Item sales (shirts, badges, caps, cups etc.)
	Hosting of events dedicated to fund raising (concerts, parties
with financial contribution, bazaars etc.)

	State or Community grants.
Many organizations force volunteers to be subscribers to
the organization at the same time, in this way securing part of
administrative expenses for the program. Since voluntary work
is purely an offer of time and not one of money, it would not be
meaningful to combine both activities.
Securing the resources is a job for the fundraising responsible/
	Provision of free services (e.g. volunteers to staff the Gar- department and it is proposed to engage the responsible for the
dening Department of a boarding school for deaf children will volunteer program with shared responsibility and cooperation for
need training for the sign language. Securing this training for this part. Fundraising techniques and strategy are, however, not
within the scope of the present manual.
free covers part of the cost for the volunteer program)
	Corporate sponsorships and particularly sponsorships in kind
(e.g. expendable items, coffee or refreshments we might provide to volunteers at their workspace or at group meetings
could be sponsorships in kind. The space itself could also be a
sponsorship by some organization, a private individual, a Municipality etc.)
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4. PREPARATION OF SALARIED PERSONNEL
Usually in a volunteer program, the responsibility for immediate cooperation with volunteers lies with salaried personnel. (In many
organizations they are volunteers with increased responsibility and increased participation in management). In case a team of
salaried executives is available, which will be called upon to cooperate with and supervise volunteers, their potential and limitations for
undertaking this role will have to be investigated first. The questions which will lead us to developing a perspective are:
1.	What is the level of experience for salaried personnel in coop- 3.	What are the concerns of salaried personnel out of coexisteration with volunteers?
ence with the volunteers?
H
ave
they
previously
supervise
volunteers?
	
	Are there difficulties regarding the organization or quality
H
ave
they
worked
for
an
organization
utilizing
volunteers?
	
control which should be discussed?
	Have they been volunteers themselves?
	Are there feelings of threat that volunteers could replace
salaried personnel?
2.	What is the mentality of salaried personnel regarding voluntary labor?
4. How clear is their role for salaried personnel?
	Are there jobs which salaried personnel consider that
Is there a clear organizational chart within the organizashould not be assigned to volunteers? If yes, why?
tion?
	Are there any actions to be taken prior to volunteer entry?
Are there job descriptions for salaried personnel?
(e.g. special training for salaried personnel?)
Is their scope of responsibility clear?
Answers to the above questions can be given through group discussions or personal interviews. Responsibility for this lies with the
director general (if existing) of the organization or directly with the responsible of the volunteer program, provided such an authorization
has been granted. This procedure is of primary importance, since one of the biggest traps that can lead to ineffective management of
the volunteer program is the denial or insufficiency of salaried personnel to cooperate with volunteers..
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What is your opinion about volunteers?
Rate each one of the following statements-expressions according to your views as salaried staff member based on the scale underneath:
0= I absolutely disagree

3= I agree

1= I disagree

4= I absolutely agree

2= I neither agree, nor disagree
If you don’t work with volunteers, try to reply to the questions hypothetically.
Ñ1. A team of volunteers together with personnel can do a better job than personnel on its own
Ñ2. T he time and energy I commit for volunteers is worth independently of other benefits I derive out of their participation.
Ñ3. V olunteers do things I feel insufficient for, allowing me to invest my time to work I am more suitable for.
 συμμετοχή των εθελοντών μου επιτρέπει να αφιερώνω χρόνο σε πράγματα που αλλιώς δεν θα μπορούσα να τα κάνω.
Ñ4. Η
Ñ5. I feel I have satisfactory control over the work performed by volunteers so that they count for the organization.
Ñ6. I feel the volunteer program is satisfactorily relevant through my participation in policy or operations for attracting, selection,
planning, job descriptions, volunteer training, evaluation etc.
Ñ7. V olunteers are prepared in order to comprehend my priorities, my concerns and the pressure exerted upon me as salaried member
of staff.
Ñ8. I receive sufficient training for the development of the particular skills necessary for the effective supervision of volunteers.
Ñ9. As a salaried member of staff I feel that I receive the recognition required for my effectiveness in supervision.
Ñ10. I feel secure about the discretion and the ability to handle delicate issues on the side of the volunteers.
Ñ11. I am convinced that volunteers can be used to support our work and not as an excuse for cost cutting.
Ñ12. ( Here add and rate anything that could affect your motivation to work alongside volunteers and is not covered by the
aforementioned).
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Some fundamental principles that can reduce or eliminate potential problems and ensure greater effectiveness:

	Job descriptions and roles of salaried personnel should not
coincide with those of volunteers.

	Salaried personnel have to be informed with respect to the organization’s policy about volunteerism, which they must have
understood and accepted.

	We should never replace a salaried member of staff with a volunteer. Due to financial problems or showing up of some person stating (s)he can voluntarily offer the specific service, it
has occurred that management of an NGO replaced a salaried
member of staff with a volunteer. Such a more creates a climate of insecurity among salaried personnel.

	The job description for salaried personnel must clearly define
the obligation and the mode of cooperation with volunteers.
	Communication channels and scope of responsibility for each
one must be specified (organization chart)
	The volunteer program responsible is to play a supportive and
consultative role towards salaried personnel.
	Administrative skills must be one of the requested qualifications within the description of a salaried position.
	For members of staff who fall short thereon training should be
planned human resources management and personal development seminars.

	Between the evaluation criteria for the performance of salaried personnel we should classify the effectiveness of cooperation with the volunteers supervised. In this way, volunteer
work is recorded also as work by the member of staff managing them.
	We should take care in rewarding a volunteer’s responsible for
the volunteer’s performance and encourage the development
of a culture between member of staff which will emphasize
the better valorization of volunteer resources..

	The salaried member of staff to undertake the responsibility of
volunteer supervision should participate in the preparation of
their job descriptions.
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5.	STUDY OF VOLUNTEERS’ MOTIVES
The reply to «why should somebody become a volunteer?» is the first move towards starting the study of motives. Volunteers themselves identify a series of motives on themselves. After different surveys around the globe at different timeframes, a series of answers
have been given to «why I want to become a volunteer»:
	A sense of personal satisfaction and fulfillment

As part of academic studies

Simply because «I was asked to»
There are many theories for the individual’s motivation and the
Target acquisition
satisfaction from work, which can also apply with voluntary labor.
Need to give back something I took
Given that in the case of voluntary labor basic needs are considAccomplishment of social change
ered covered, motivation is an even greater challenge for manage	Disposition for taking part into something positive for the ment, rendering keeping the volunteers a difficult task. Thus, we
are not only interested in motives which can bring someone into
community and/or big
the volunteer program, but also in motives that being satisfied
Camaraderie
during one’s work will lead to his/her stay with the organization.
Socialization
We must keep in mind that the basic elements affecting volunLearning and personal development
teer behavior at their work are:
	Preservation and evolution of an organization
1.	The motives and needs that lead to a situation
Altruism

Experience
Development of professional contacts

2.	The task or work that has to be carried out

Social distinction

3.	The strong, week points and the leadership style of the responsible/supervisor

Duty as citizen

4.	The work ambience.

Guilt (!)
Fun - joy
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We could say that the first element is the one to meet (or collide)
with the remaining three and configures the volunteer’s stance.

Even though a reference to volunteer motives with regard to their
management will be made into upcoming individual chapters, it is
purposeful at this point to make a very brief reference to some of
the conclusions of theories having dealt with the individual’s motive, and it would be useful to know, such as:
A need that has been satisfied is no longer a motive
	There are factors that constitute no motive, but their absence
is a counter motive. E.g. a pleasant natural work environment
is no motive, whereas a dirty and dark workspace is a counter
motive.

	The reasons (needs, motives) that cause a volunteer to join a
volunteer program are not identical to the ones making him/
her feel satisfaction and stay in it.
	The overall satisfaction of an individual from work depends on
one’s satisfaction from individual work factors, as well as the
value given by the individual to each of these factors.
	There are three big categories of needs brought by the individual into the workspace: the need for accomplishment, the
need for power (influence) and the need for affiliation. The rate
of importance for each need varies from person to person.
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Need theory (Mc Clelland)

Idea

Power

Achievement

Affiliation

Group
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Work

The separation above is described within the Need Theory (Mc
Clelland, 1953) which, between the numerous motivation theories
developed and applying to labor, we regard as the most useful and
relevant to volunteer management. When talking about volunteer
management, we practically speak about managing their needs
and motives. In stage Selection and Placement we shall see how
we connect the diagnosis of volunteer needs with the suitable job
description and later with the best practices for increasing their
satisfaction.
The need for achievement is related to personal responsibility,
the need to set challenging targets and to achieve them, while in
its most extreme form it might mean competitive behavior. The
recognition of effort, the reward, the improvement of self-confidence, the offer of chances for evolution and undertaking of more
complex and demanding roles are some of the motivation methods advisable for volunteers with this intense need, whose priority
is the project.

an institutional role. Thus, either by directing a team or individually exerting influence on others, volunteers with an intense such
need give priority to the idea and want to feel their contribution
powerful in conquering it.
These volunteers may successfully undertake leadership roles
or publicly represent the organization. In its extreme form this
need can be expressed as authoritarian behavior.
The need for affiliation is expressed with an intense need for
socialization, development of friendly interpersonal relation and
need for cooperation. In its extreme form a volunteer with this
need might be unable to separate between the work and the personal environment, in this way burdening the team and his/her
relations with other volunteers or workers. With a volunteer where
this need is intense, prioritizing the team, it is obvious that factor
of satisfaction will be a friendly environment, with a pleasant work
atmosphere and the inclusion into a work group.

In order to better perceive the various need typologies of MC
The need for power regards the capability of influence and el- Clelland s theory, we can write the following self-evaluation test,
’
evation expressed by the need to acquire personal strength and which will show us the importance rate for our needs.
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Self-evaluation test for work needs 1
Instructions: Each one of the following indexed topics consists of three statements. For each separate topic, rate each one of the three
statements, based on the grade you consider that corresponds to your attitude or views regarding your work or your behavior within a work environment. In the empty spaces to the right of the statements, note 1 for the statement most representative to you, 2 for the statement immediately less representative and 3 for the statement least representative out of all.
The wording of some statements implies that you fill them in as boss. If you are no boss, evaluate the respective statements according to the way you believe you would feel, would think or would behave if you were at the specific position

1

a. When solving a problem, I like working alone, in order to be the sole responsible for its solution.
b. When solving a problem, I enjoy working as part of a team and finding a group solution.
c. When solving a problem, I enjoy working as member of a team, but solely as responsible for this team.
a. Managers should set new challenges for the subordinates.

2
3

b. Targets should be set following a common agreement between team members.
c. I t is important to set targets whose content corresponds to the average capability of its members to succeed
in them.
a. My colleagues would regard me as a good listener.
a. People would describe me as fluent.
a. I tend to focus my interest in discussions dealing with matters pertaining to my work environment.

Source: The Pfeiffer Library Volume 1, 2nd Edition. Copyright ©1998 Jossey-Bass/Pfeiffer
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a. I enjoy these discussions that aim towards immediate problem solving.

4

b. Sometimes during the course of a conversation I express a contradictory view, just because I find it interesting
c. I enjoy these discussions that provide the opportunity for me to get to know my colleagues better.

5

a. I like being perceived as a team member
b. Being part of a specific team is not my priority
c. I like my individuality. Being perceived/classified as a team member, is no particular interest of mine
a. I like receiving an evaluation concerning how well I have worked with my other colleagues as a team member.

6

b. I like receiving a specific evaluation about how well I have done a job.
c. I am the best judge for myself with respect to how well I have carried out a job. Any form of raise and/or promotion is the most important form of evaluation for me.

a. The most important aspect of performance evaluation is the setting of future targets for a worker.

7

b. The most important aspect of performance evaluation is the planning for future evolution of a worker.
c. T he purpose of performance evaluation is to isolate the correct actions of a worker from the errors committed
in the past.
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8

a. Strife/conflict/dispute is a means that can be utilized in order to reach the best possible solution to a problem.
b. Strife/conflict/dispute can be very fertile. It keeps people alert.
c. S trife/conflict/dispute must be controlled. Groups, whose member disagree with one another, seldom are
productive.
a. An important factor regarding the solution for each problem, is the acceptance of this solution by the members that have to carry it out.

9

b. If convinced that the solution of a problem will work, I await its application and assume the responsibility
of its consequence.
c. I f I find a solution to a problem, which can work, I want to apply it. An extremely analytical discussion about
it usually a waste of time.
a. If any of my subordinates makes some mistake, I show him/her how to correct it.

10

b. If any of my subordinates makes some mistake, I discuss the situation with him/her and we agree on the
way to correct the error.
c. If any of my subordinates makes some mistake, I point out that he/she corrects it.

11
12

a. People should exploit their mistakes as learning instruments, in order to target their self-improvement.
b. I make mistakes, but since most times I am correct, I deserve my job.
c. I don’t like making mistakes. I shall not make the same mistake twice.
a. With hard work and supported by the right management, a worker can overcome most problems.
b. Hard work can be the way to face most problems.
c. A strong commitment can overcome most problems.
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a. I focus more on my personal relations with my colleagues and my boss, than the relations to my subordinates.

13

b. I make most of my time and energy targeting the development and evolution of my interpersonal relations
inside my work environment.
c. I evolve my interpersonal relations inside my work environment, only when they help me carry out my job
duties.

14
15
16
17
18

a. Don’t step on people when going up. You might need them again going down.
b. Nothing renders you more successful than success itself.
c. Nobody remembers the name of the one finishing second in a race.
a. If I am right, I shall win in the end.
b. If stable in my beliefs, I shall win in the end.
c. I try to be patient with people. This practice is eventually rewarded.
a. Workers produce satisfactorily when working with their bosses.
b. Workers’ productivity increases when they have support concerning their job duties.
c. Workers should face new challenges in order to reach new rates of success.
a. I like to convince my collaborators to act according to my ways.
b. If a decision is right, it is of no importance whether it was taken individually or collectively.
c. In order to take a final decision, it must be accepted by all members in the team, which will implement it.
a. I work better when I keep a personal contact with my boss.
b. I work better in situations where I am the boss to myself.
c. I work better when I have to adjust time to the deadlines set to me.
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Scoring of work needs 2
Instructions: Transfer your points from the previous list into this sheet. After this, add the points in each vertical column and write the
sum to the space provided at the end. The column with the lowest result represents your first priority. The column with the
immediately higher result represents your secondary priority, while the column with the highest overall result represents
your third rank priority.

need for
need for
achievement affiliation

need for
power

need for
need for
achievement affiliation

need for
power

12b ____

12c ____

12a ____

13c ____

13b ____

13a ____

14b ____

14a ____

14c ____

15a ____

15c ____

15b ____

7c ____

16a ____

16b ____

16c ____

8c ____

8b ____

17b ____

17c ____

17a ____

9c ____

9a ____

9b ____

10a ____

10b ____

10c ____

18c ____

18a ____

18b ____

11b ____

11a ____

11c ____

Total ____

Total ____

Total ____

1a ____

1b ____

1γ ____

2c ____

2b ____

2a ____

3c ____

3a ____

3b ____

4a ____

4c ____

4b ____

5b ____

5a ____

5c ____

6b ____

6a ____

6c ____

7a ____

7b ____

8a ____

Source: The Pfeiffer Library Volume 1, 2nd Edition. Copyright ©1998 Jossey-Bass/Pfeiffer
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6. PLANNING OF VOLUNTEER JOB DESCRIPTIONS
Job descriptions are what particularizes the needs for volunteers and describe in clarity the work they are called upon undertaking.
Writing job descriptions is a responsibility of each member of staff in cooperation with volunteer program responsible. It is obvious that
everything previously mentioned constitutes a requirement for this.

If volunteers are already occupied in our organization,
we follow the next steps, as program responsible persons:
1. We see that the work volunteers provide is recorded giving the
form of job descriptions which, even informally, are already in
use within the organization.

2. W
 e evaluate these descriptions with the help of both the volunteers as well as their responsible persons.

3.	We discuss how volunteers could handle needs that have not
been covered yet.

4.	We investigate new opportunities, which could be satisfied
with the help of volunteers, in a group meeting, applying the
brainstorming method.

5.	We determine the approximate number of volunteers required, and

6. We proceed to writing the job descriptions

In case we start from scratch or we want to redesign the volun- cific tasks done, no matter how limited they can be. For example,
teer program, then a process is advised that requires the entire we don’t write I am responsible for reception at the office, but inpersonnel’s time and commitment.
stead I reply to incoming calls, I receive the public and I supply
basic information about the organization, I dispatch mail and any
other small and specific task entailed within the particular part of
Each worker fills in a form with all specific activities/works he
does within a week, not prioritized and as specifically as can be. my role.

Stage 1

For every task I record, I fill in next to it its frequency, as follows:
The requirement is not about repeating one’s job description with
some individual competencies, but instead to record the very spe- D (daily), W (weekly), M (monthly or less regular) and A (annual).
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WORKER’S TASK SHEET 1
Instructions: Write down all specific tasks performed within a week, not in order of priority, marking box Α with their frequency as
follows: D (daily), W (weekly), M (monthly or less regular) and A (annual). After completing the list, read through the
activities once more and rate them marking box Β as follows:
X things you would rather not do either because your knowledge or experience do not permit it or because you would prefer to devote
your time elsewhere
things you consider that you would absolutely like to keep on doing yourself
Ο things that would be better to share with a team

ACTIVITIES - TASKS
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Α
(freq.)

Β
(rating)

Stage 2

After completing stage 1, each worker lets his/herself free to
dream of things/tasks he/she would like to perform him-/herself
in the organization or would like to see being done and lack of time
or resources has not permitted. He/she writes them down into table DREAMS within the specific form and afterwards carries out the
same process in order to record the WISHES, things he/she would
wish to learn or improve in his/her job or even broader for his/her

personal development and which the organization he/she works
for could provide, if funds were available.
In order to avoid confusion between the two categories, one
could write in «DREAMS»: «I would like to participate in the work
of the adult training department of the organization» or «I would
like to see the organization develop a youth awareness program
for...», while respectively in «WISHES»: «I would like to improve
my English» or «I would like to attend special training for creative
writing».

WORKER’S TASK SHEET 2
My dream list
Let yourself free to dream of things you would like to do yourself in the organization or see being done, while lack of time or funds has
not permitted it

DREAMS
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My wish list
What is it that you wish to learn or improve in your work or even broader in your personal development, which the organization you
work for could have provided if funds were available?

WISHES

Surprise!
Leave the following fields empty for things you might have never dreamt of, but which volunteers could be found to implement.

Surprises
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Stage 3

This stage lies within the responsibility of the volunteer program coordinator. Purpose of this stage is to combine identical or
similar activities/tasks recorded into the individual worker’s form (dreams and tasks rated in Χ and Ο). These tasks are transferred
with order of frequency into the volunteer coordinator form and constitute the base for writing job descriptions of the organization’s
volunteers.
ORGANIZATION/VOLUNTEER PROGRAM RESPONSIBLE WORK SHEET
Combine identical or similar activities/tasks (dreams, Χ- and Ο- rated) out of the work sheets for each worker and note them down
underneath with order of frequency

NEEDS

TIME
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What should a job description
contain:
1. Title
2. Purpose (need covered)
3.	Duties (in the greatest possible

The job description

detail)
4. Required time of commitment
5. Minimum duration (or end date)
6.	Scope of responsibility - supervision (reports to)
7. Place - work space
8.	Required/desired qualifications
9.	What do I benefit / what I learn
as a volunteer
10. Other provisions - privileges
11. Evaluation criteria.
The ideal job description is the
“golden section” between the society needs (under the term society we
mean here the project recipients or
broader the organization targets), the
organization needs and the volunteer
needs and skills.

Organization
needs

Society
needs
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Volunteer
needs

In order to find this golden section, it is meaningful for the volunteers to go through an exercise equivalent to the one workers are
called upon to take - as described above. This is optimal when done
during the initial stage of their selection and assignment.

	ÇWishesÈ: what he would like to learn or what he would like to
evolve his/her knowledge or skills on.

	ÇTaboo»: things/tasks he/she would not like to be asked to
perform or not liked at all.
Some «gifts» by volunteers might fit with personnel or other
In a corresponding form, the volunteer fills in the following
volunteers’ dreams or «wishes» and create new volunteer roles
three lists:
previously unimaginable. The «taboos» for each volunteer have
	ÇGiftsÈ: what he/she would like to offer, can do and knows to be taken seriously into consideration during the selection and
how to do and considers they could potentially help others.
assignment stage.
VOLUNTEER’S WORK SHEET
My gifts
Fill in underneath what YOU WOULD LIKE TO OFFER + CAN/KNOW HOW TO DO + COULD POTENTIALLY HELP OTHERS. Be as elaborate as
you can.

ΔΩΡΑ
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Advice and ideas for job description planning

Flexibility

	The job description exists to facilitate and not to make the project difficult. The more flexible it is, the easier it is for a volunteer to cover it. Besides, flexibility means leaving space for the
volunteer to intervene and configure it according to his/her
particularities.

Creativity

	Let your imagination free and make use of volunteer gifts,
workers’ wishes and dreams.
	Remote labor and teleworking: Escape from the tight limits
of the space available. E.g. graphic editing for your newsletter can be carried out by a volunteer – graphic designer in his
own area and a volunteer translator may respectively undertake its translation and they can afterwards dispatch their
work over electronic mail. Interest of remote volunteers and
their devotion to the organization is more difficult to maintain
and requires frequent communication and often devising new
ways for its renewal.

Security

	Fragmentation of a job into many individual descriptions does
not necessarily imply increased security. Assignment of the
overall responsibility for a project, even if seemingly risky, is
usually more effective (given the proper supervision).
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	Allow more emphasis to short term job descriptions (this
does not necessarily imply temporary volunteers, but specific
tasks repeated).
	Opt to assign the task normally requiring one volunteer to a
couple of volunteers, where feasible naturally. This means in
no way assigning the same job simultaneously to two people
without them knowingη, but instead to share its responsibility.
If, for example, a job description concerns guarding of a forest
(forest protection), double the number of required volunteers
and assign a company of two persons on the same spot. This
is a luxury offered by volunteer labor, being non-payable, limiting in this way gaps due to absence. In parallel, the relation
developed between the volunteers attributes additional value
and seems to be linked with their longer stay into the volunteer program. Even with a work position addressed strictly to
one and only volunteer, as for example the educational adoption of a socially excluded child to whom supportive teaching
on a regular basis, you may add a second one, having the role
of the assistant; this second volunteer can assist the first one
in evaluating his work.
	Perform regular description evaluation and revaluation.

Enrichment
	The initiative for the enrichment of volunteer work (vertically or horizontally) is a responsibility of the immediate supervisor. In plain words, horizontal enrichment means «more
work», while vertical enrichment translates to increased responsibility. The work enrichment is a crucial factor of volun-

teer satisfaction and preservation. An example about how one d. with variety
	We add activities or small tasks performed simultaneously with
can enrich a job description is the following:
the basic work, offering variety and breaking the monotony. In
Suppose that a volunteer undertakes the creation of the list of
our example, while preparing the list of invitees, the volunteer
invitees for an organization event. Composing the list is one very
serves e.g. the office reception, providing first information to
specific and limited description. Its enrichment can be done:
potential visitors or replying over the telephone.
a. with job sequence
modernization
	We add tasks required immediately before and immediately e. with
The provision of technological instruments that can facilitate
after. In our example, we charge the volunteer with writing the
and speed work up functions as a factor of satisfaction for the
invitation and mailing it to the invitees.
volunteer, when previously absent and afterwards appears
b. with task completion
	In our example, the volunteer attends the event, receiving the
guests.
c. with feedback option
	The volunteer not only attends the reception, but also participates in the event, collecting feedback from the guests, which
he conveys back to the organization

to join in. In the immediately former example, this could be a
pushbutton next to the volunteer’s desk, which allows him/
her to open the door and will protect him/her from continuously standing from the desk in order to open the door for visitors.
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Eμπλουτισμός Εθελοντικής Εργασίας
Ανοίγω
την πόρτα/
κουδούνι

Οθόνη και
κουμπί
στο γραφείο μου

Γράφω το κείμενο
της πρόσκλησης

Διοργάνωση
Εvent

Αποστέλλω τις
προσκλήσεις

Φτιάχνω λίστα με
στοιχεία καλεσμένων

Υποδέχομαι τους
καλεσμένους
στην εκδήλωση
Συγκεντρώνω και δίνω
feedback για τη διοργάνωση
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7. VOLUNTEER CANVASSING
This is the first «visible» step of the voluntary program, which,
however, requires the entire behind-the-scene preparation analyzed in order to be implemented.
Important factors for planning the canvassing are to determine
whom we are not addressing. The more inclusive the volunteer
team is the better, but in many cases we seek a very specific people’s profile; therefore we must accordingly adjust the method of
canvassing.
With respect to the modes for canvassing, we can distinguish
them in three categories:

1. Mass canvassing

It applies in actions requiring a large number of volunteers for
some event or ad hoc activities requiring mass mobilization (e.g.
cleaning all beaches in the country in one day demands mass canvassing).
Mass canvassing is usually done with announcements in the daily press, printed and electronic, advertising spots over the radio or
television, mass distribution of pamphlets, posters in public spaces, billboards, exploitation electronic social networking means etc.
Surveys have shown that no advertisement brings results such
as interpersonal contact. It is, after all, particularly important that
those in need of volunteers appear in the front line of canvassing.
Positive points for mass canvassing are the quantitative outcome, publicity gathered by the organization and the increased
chances of attracting sponsors.

Negative points are high cost and the low rate of volunteers staying after the event ends.

2. Canvassing of special target -audience

Advised, when specific characteristics or qualifications are
sought from the volunteers and their desired number is not large.
The best medium is the presentation before the public group of interest to us and posting or advertising in areas, publications, webpages etc. visited by people with the sought-after characteristics.
It is good that job descriptions appear updated within our webpage
and be sent to webpages built for this purpose.

3. Canvassing through concentric circles

«The most frequent reason for someone becoming a volunteer is
because somebody else asked him/her to». Volunteer and salaried
staff in the organization themselves constitute the best source of
new volunteers through their personal acquaintances. It is usual
that volunteers canvassed in this way are incorporated faster in
the organization, but their chances for leaving are increased, if the
person who canvassed them walks away.
Finally, canvassing and screening may be assigned to collaborating or mediating bodies for networking, canvassing and/or coordination of volunteer initiatives or programs, such as Volunteer4Greece.
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What are the first questions by a volunteer candidate?

I underline volunteer benefits
The canvassing campaign requires a communication message,
I explain the application – selection process
no matter which mode of approach to volunteer candidates it emI provide contact data (telephone, email).
ploys. The message must be short, comprehensive and clear. The
There
is no need to squeeze all the above in one phrase! On the
message is complete when its recipient can reply to the following
contrary, the first one or two phrases have to simply draw the volquestionsς:
unteer’s interest, whose profile is desirable, and read on:
What is the problem? (NEED)
Example: “Are you an opera fan? Only our volunteers know what
How will voluntary labor help in its solution? (SOLUTION)
happens backstage at the Opera!...” These two phrases could start
a classified advertisement for volunteers, whose role would be e.g.
Am I also capable of undertaking a role? (DISQUIET)
to help operate the backstage canteen at the Opera...
What will it provide to me personally? (BENEFITS)
We greatly increase the potential of the message and our cred	What shall I have to do if I decide to participate?
ibility by adding short statements by former volunteers and/or
(COMMUNICATION)
recipients from the volunteers’ project, as well as some relevant
video, if available.
How shall I write an attractive announcement?
We should reckon that an announcement has to remain posted
Given that I have concluded with the job describe and I have se- for some time (this time is assessed on a case by case basis, with
lected which public to address, I need to take care about the fol- a reasonable minimum time being usually two weeks). After this,
lowing:
we must scrutinize applications and proceed with the selection
interviews. Given the basic training and orientation stage for new
The title/beginning of the message is “half done”
volunteers, when planning we should keep in mind that to cover a
I pay the required attention to the layout/format
typical position of voluntary work within an organization, it takes
I include the organization’s mission in few words or give the a month minimum from the time the public announcement is out
link for relevant information
until the moment the volunteer we seek has assumed duties...
	I state the time/commitment the position demands I state
the required qualifications
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8.	SELECTION AND PLACEMENT
As a rule - and as a preference - an announcement causes the volunteer candidate to fill in an application. The application might be
available in our webpage or found at the area where canvassing
takes place (for example during a presentation of the volunteer
program at a university, a club etc.) or the organization’s seat.
In the application form we ask that data be filled in, which we
consider necessary for the selection of the volunteer candidate
towards an interview and to allow communication with him/her.
Thus, apart from personal data (full name, address, contact data)
we may request data relevant to studies, professional and/or volunteer experience, particular qualifications (e.g foreign languages, computing, driver’s license etc.), availability as per time and
the sector or the position (if several exist) they are interested in.
Some organizations choose to ask for a full curriculum vitae and
motivation letter, either complementary or instead of a simple application.

The selection interview
The individual interview is the safest means for the selection and
placement of a volunteer to a work position and the most crucial
point in the whole process, particularly when talking about covering roles with particular requirements. It follows the expression of
interest, in many cases even the first briefing.
The responsibility for the interview must be assigned to a suitable person with particular qualifications and training. In case the

organization is staffed with a responsible for the volunteer program, it would be meaningful that the selection interview be part
of his/her job description.
Purpose of the interview is the successful placement of the volunteer to a work position by means of identifying his/her interests,
skills, motives, values, habits, emotional status, or respectively
his rejection.
It is a serious mistake to admit into our volunteer program someone we don’t need or who clearly will not fit. Something like this is
detrimental not only to us, but also to the volunteer him/herself.
It is important to always keep in mind that the interview not only
protects us against a failed collaboration, but also the volunteer
candidate against an erratic choice. Failure to cope with a position
being above or outside his/her capabilities might cause feeling of
disappointment and underachievement to the volunteer. The rejection will have to be carried out with courtesy and be accompanied
by alternative proposals for valorizing the individual’s potential
outside the organization.
It is good to announce the number of volunteers needed to cover each position beforehand, in order to allow for a rejection margin, not due to unsuitability, but instead due to more suitability of
some other candidate.
The selection interview is no technique to fill in the empty fields
in an application (form), nor a ready list of questions that must be
answered way fail to provide required data for oneself.
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Φόρμα Αίτησης Εθελοντή
ΠΡΟΣΩΠΙΚΑ ΣΤΟΙΧΕΙΑ
Όνομα.................................................................................................................
Επώνυμο............................................................................................................
Διεύθυνση............................................. Τ.Κ........................................................
Πόλη...................................................................................................................
Έτος γέννησης..................................................................................................
Επάγγελμα.........................................................................................................
Δημόσια ή Ιδιωτική Ασφάλεια..........................................................................
ΣΤΟΙΧΕΙΑ ΕΠΙΚΟΙΝΩΝΙΑΣ
Σταθερό τηλέφωνο......................... Κινητό τηλέφωνο...................................
E-mail..................................................................................................................
ΕΚΠΑΙΔΕΥΣΗ
Σπουδές.............................................................................................................
Ξένες Γλώσσες..................................................................................................
Γνώσεις Η/Υ.......................................................................................................
Word............ Excel............. Power point.......... Access.......... Internet..........
Social Media..................... FB.......................... Twitter...................... Άλλο......

Άλλο ...................................................................................................................
ΕΘΕΛΟΝΤΙΚΗ ΕΜΠΕΙΡΙΑ
Έχετε συμμετάσχει σε άλλο εθελοντικό πρόγραμμα;.................................
Αν ναι, σε ποιο;...................................................................................................
Περιγράψτε τις αρμοδιότητες σας στο πλαίσιο της
συμμετοχής σας................................................................................................
Διαθέσιμος χρόνος συμμετοχής στο εθελοντικό πρόγραμμα....................
Πρωϊνά....................................Απογεύματα.......................................................
Σαββατοκύριακα............Κατά περίπτωση.......................................................
**Επιλογή τομέα ή/και θέσης στο εθελοντικό πρόγραμμα για την οποία
ενδιαφέρεται περισσότερο εθελοντής, αν υπάρχουν περισσότερες θέσεις από
μία.

ΑΛΛΑ ΣΤΟΙΧΕΙΑ
Άδεια οδήγησης
Μηχανάκι.................................Αυτοκίνητο............ Επαγγελματικό Δίπλωμα
Ενδιαφέροντα....................................................................................................

ΟΡΟΙ/ΠΡΟΫΠΟΘΕΣΕΙΣ (ορίζονται από την οργάνωση) Το παρακάτω κείμενο είναι ενδεικτικό. Θα πρέπει να ελεγχθεί και με τον δικηγόρο της οργάνωσης.
(Π.χ. Ο/Η εθελοντής/εθελόντρια πρέπει να είναι άνω των 18 ετών)
**Ο/Η υποψήφιος/α εθελοντής/εθελόντρια χρειάζεται να υπογράφει ότι συμφωνεί με όλα τα παραπάνω, αλλά και ότι δεν έχει νομικές ή άλλου τύπου αξιώσεις από
την οργάνωση.
Έλαβα γνώση και αποδέχομαι ανεπιφύλακτα τους παραπάνω όρους. Δηλώνω ότι αναλαμβάνω προσωπικά την ευθύνη σε περίπτωση απώλειας προσωπικών μου ειδών,
σωματικής βλάβης ή θανάτου που τυχόν προέλθει από οποιαδήποτε δραστηριότητα. Δηλώνω, επίσης, ότι παραιτούμαι από οποιαδήποτε διεκδίκηση ή αξίωση έναντι
της Εταιρείας αναφορικά με τις παραπάνω περιπτώσεις.
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Φόρμα Αξιολόγησης Συνέντευξης
1. Ονοματεπώνυμο:
2. Εθελοντική Θέση:
3. Ημερομηνία Συνέντευξης:
Επαγγελματική εμπειρία
Εθελοντική εμπειρία
Στοιχεία Προσωπικότητας
Γενικά Σχόλια
Τελική απόφαση
Pending
Rejected
Shortlisted

Some useful tips toward the responsible for the interview:
1.	The duration of the interview should not exceed 30 minutes
(suggested time 15 to 20 minutes)

2. In the beginning I introduce and present myself very briefly
3.	During the interview I answer no phone calls, nor am I available for other business

4.	I take care in creating a pleasant environment within a room/
area where nobody else can hear my conversation with the
volunteer candidate

5.	I am in a pleasant mood and make most (as well as evaluate
for the other side) of the nonverbal forms of communication
(body language).

6. I talk little allowing more time to the volunteer candidate
7.	I have no preplanned questionnaire, which I strictly abide by,
but instead I am triggered from what I hear (if the volunteer
candidate says “my top volunteer experience was when I coordinated a group of kids in my neighborhood to clean it from
garbage”, I don’t reply with “talk to me about your studies”
(!!!), but rather with e.g. “How nice! And in what way did you
arrange this?”)

8.	I always prefer open questions (it is better, e.g., to ask «Would
you like to tell me about your family»? than interrogating
«Are you married? How many children do you have?»)

9.	I avoid rhetorical questions. (e.g. I don’t say «People awareness is the best defense against AIDS, don’t you agree?»,
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but I’d rather say «According to your opinion what is the best
weapon for protection against the HIV/ AIDS virus?»)
10.	I make most of the completed application (form) possibly before me
11. I take notes
12.	I have very good knowledge of all job descriptions and I have
them at my disposal
13. I reserve some time to take questions
14.	The best way for self-evaluation is to record the interview and
then to listen to it thoroughly. It is good to do this from time to
time, after previously asking for my partner’s permission and
explaining to him the reason why.
Investigating volunteer motives helps towards his/her more successful placement. The table underneath shows some interconnections between possible motives and roles:
POSSIBLE MOTIVES

PLACEMENT

Acquisition of power
and control

Cooperation with persons of authority or undertaking overall responsibility of a project

Development of personal relations

Frequent contact with other
volunteers, salaried personnel and the public

Public recognition

Public presentation of the
organization to the people or organizing of speeches

Target accomplishment Leadership responsibility of a group work
and project completion or independent labor
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Creativity

Trial of new things, start of a new program, risks

Need for security and
stability

Stable work similar work descriptions

Personal development
Entertainment

Acquisition of new learning experiences, progressively tougher projects
Lively and joyful environment

The notes I took during the interview is good to be attached to the
application and the volunteer’s personal record. A copy of the application along with the notes, and a briefing on personal level will
have to take place by the volunteer responsible to the person to
undertake supervision for the specific volunteer and the meeting
between one another is to be set as soon as possible.
To the persons who filled in the application or sent a CV, whom we
have met once or have talked to them over the telephone, but have
not been selected, it is important to send an informative thank you
email, where we brief them on our decision.
To the persons having gone through a regular interview (or even
more - in case the selection process takes place in more than one
round) we send a more personal email or, even better, we
communicate our decision by telephone.
In any case, even if we have simply received an application and
did not proceed to a meeting or interview, we ought to inform
interested parties by email, so that they do not remain waiting, unless the announcement makes it clear that we shall contact only
with those selected within predetermined time.

9.	ORIENTATION AND BASIC TRAINING
The first essential contact of the volunteer with the organization is good to take place through a brief basic training, induction and orientation program, which should include:

1. History of the organization
2.	Mission, vision and philosophy - ideological framework of
the organization
3.	Targets
4.	Current programs and services
5.	Future plans
6.	Public groups engaged
7.	Organizational structure
8.	Policy, processes, means of communication
8. Sources of funding
Induction basic training is one of the most fundamental stages
within the entire process, even though its importance is often underestimated, and seems to be linked with the development of a
feeling of devotion to the organization and keeping the volunteer
for more time.
There are many alternative ways (or even a combination thereof)
for management of the volunteer program to succeed, on the one
hand to equip the new volunteer with the information required and
on the other hand to convey the enthusiasm necessary to him/her:
The most advisable way is a meeting welcoming new volunteers,
attended by the entire management and volunteers. It is good that

9.	Importance of volunteers and presentation of the work they
10.
11.
12.
13.
14.
15.

produce
Importance of volunteers and presentation of the work they
produce
Volunteer obligations and rights
Volunteer privileges
Details of practical nature
Walk through organization areas
Making acquaintance with the person(s) the volunteer is to
cooperate with.

this meeting lasts between 3 and 4 hours, in order to allow time to
break the ice, without letting attendees bore themselves.
Organizing and coordinating this meeting is owned by the volunteer program manager; it must be hosted each time a new group of
volunteers joins the organization.
A series of tools can be used to cover the aforementioned 15
points, in parallel with the meeting (or even independently of it).
Printed material is one of them, albeit not to replace personal
contact. Video is a good way to get to know the organization and
watching it can be scheduled independent from the meeting.
An important tool is the «volunteer manual»; it can concisely
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feature everything we would like the volunteer to know or record
in the course. It would be good for the manual to come in such a
shape that enables the volunteer to always have it with him/her.
Apart from the necessary theoretical and practical information for
the organization, the manual features the volunteer’s rights and
obligations.
Finally, we must inform new volunteers about how we shall communicate with them and how they will communicate with each oth-
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er, such as e.g. via bulletin board, email, intranet, monthly newsletter etc.
Many organizations choose to reverse the above stages by organizing presentations for the interested ones, who afterwards express their interest for volunteer labor officially, if they like to, and
after their selection they are immediately placed at their role with
no need for a renewed initial briefing/training.

ΣΥΜΒΑΣΗ ΕΘΕΛΟΝΤΙΚΗΣ ΕΡΓΑΣΙΑΣ
Στην Αθήνα, σήμερα την … 201.. μεταξύ των:
1. Της/Του.............................(νομική μορφή οργάνωσης), με την επωνυμία ..............................(επωνυμία οργάνωσης), που εδρεύει στη/στο .............................. (περιοχή), οδός ...............................(αριθμός) και εκπροσωπείται νόμιμα από την/τον .............................(ονοματεπώνυμο νόμιμου εκπροσώπου), .............................
(ιδιότητα νόμιμου εκπροσώπου), με ΑΦΜ ............................., Δ.Ο.Υ. ............................... (εφ’ εξής Çο φορέαςÈ) και
2. Της/Του .............................. (ονοματεπώνυμο εθελόντριας/εθελοντή) του ..............................(όνομα πατέρα), εθελόντρια/εθελοντής, κατοίκου
............................. (περιοχή), οδός ...............................(αριθμός) κατόχου του υπ’ αριθ. .............................. δελτίου αστυνομικής ταυτότητας, με ημερομηνία γεννήσεως ../../..., τηλ. .............................., e-mail: .............................., εφεξής αποκαλούμενου στην παρούσα ως ÇεθελοντήÈ, συμφωνούνται και γίνονται αμοιβαία
αποδεκτά τα εξής:
Ο Φορέας είναι μη κερδοσκοπική και μη κυβερνητική οργάνωση και σκοπό του έχει : ..........................................................................................................................
...............................(περιγραφή αποστολής/στόχου/επιμέρους σκοπών).
Στο πλαίσιο της υλοποίησης των δράσεών του, ο Φορέας αποδέχεται την προσφορά εθελοντικής εργασίας από κάθε ενδιαφερόμενο, ο οποίος προσφέρει
τις γνώσεις ή/και τις δεξιότητές του, καθώς και τον χρόνο του σε ενέργειες που επιλέγει κατόπιν ελεύθερης βούλησης και χωρίς οικονομικό ή άλλο υλικό
αντάλλαγμα στον παρόντα ή μέλλοντα χρόνο. Απαραίτητη προϋπόθεση για την αποδοχή από μέρους του Φορέα της παραπάνω περιγραφόμενης εθελοντικής
εργασίας, είναι η συμβολή της τελευταίας στην υλοποίηση των δράσεών που απώτερο στόχο έχουν την επίτευξη του σκοπού του.
Για τον λόγο αυτό ο Φορέας παρέχει εντός και εκτός των εγκαταστάσεών του, τεχνογνωσία, εκπαίδευση και υλικοτεχνική υποστήριξη στους εθελοντές,
προκειμένου αυτοί να προσφέρουν αβίαστα την εθελοντική εργασία τους. Παράλληλα, μεριμνά και επιδεικνύει τη δέουσα επιμέλεια, ώστε οι εγκαταστάσεις
εντός των οποίων οι εθελοντές δραστηριοποιούνται να πληρούν τις νόμιμες προδιαγραφές υγιεινής και ασφάλειας, χωρίς όμως να αναλαμβάνει καμμία ευθύνη και υποχρέωση ασφάλισής τους.
Με την παρούσα σύμβαση ο εθελοντής συνομολογεί και αποδέχεται τα ανωτέρω αναφερόμενα και περαιτέρω δηλώνει ότι:
1) Τα προσωπικά του στοιχεία που αναγράφονται στην αρχή της παρούσας σύμβασης είναι αληθή και ακριβή.
2) Γνωρίζει και αποδέχεται ότι τα ανωτέρω στοιχεία θα παραμείνουν στο αρχείο που τηρείται στον Φορέα και παραχωρεί στον Φορέα το δικαίωμα για χρήση,
στατιστική επεξεργασία και κοινοποίηση των στοιχείων που υποβάλλει με την παρούσα, σύμφωνα με τον νόμο για την προστασία δεδομένων προσωπικού
χαρακτήρα.
3) Δέχεται να προσφέρει εθελοντικά τις υπηρεσίες του κατά το χρονικό διάστημα από....................................έως ...................................Συμφωνείται και δηλώνεται
ρητά ότι ο εθελοντής δε συνδέεται με σχέση προστήσεως, αντιπροσώπευσης ή εξαρτημένης εργασίας με τον Φορέα. Οι παρεχόμενες υπηρεσίες δεν ανάγονται στα καθήκοντα που ασκούν οι μόνιμοι υπάλληλοι του Φορέα. Ρητά δε, συμφωνείται και συνομολογείται ότι ενδεχόμενη, ρητή παράταση της παρούσας σύμβασης δεν μεταβάλλει τη φύση της παρούσας ούτε μετατρέπει την παρούσα σε σύμβαση εξαρτημένης εργασίας ορισμένου ή αορίστου χρόνου.
4) Ο εθελοντής δεν εντάσσεται στο έμμισθο προσωπικό ή στους εξωτερικούς συνεργάτες του φορέα και ως εκ τούτου ουδεμία απαίτηση χρηματική ή άλλης
αποζημίωσης ή συναφή αξίωση έχει έναντι του φορέα.
5) Ρητά συμφωνείται και γίνεται αποδεκτό από τους συμβαλλόμενους ότι ο εθελοντής αναλαμβάνει συγκεκριμένα καθήκοντα. Εργάζεται για την επιτυχή
διεκπεραίωσή τους υπό την επίβλεψή του φορέα, χρησιμοποιώντας τα μέσα που του παρέχονται, χωρίς να παρέχει πρόσβαση στο παραγόμενο υλικό ή σε
εμπιστευτικές πληροφορίες του φορέα σε άτομα εκτός της ομάδας του φορέα.
6) Ο εθελοντής συμφωνεί, συνομολογεί και αποδέχεται ότι οποιοδήποτε αποτέλεσμα προκύψει ή οποιοδήποτε προϊόν παραχθεί στα πλαίσια του παρόντος από
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τον εθελοντή ή με τη σύμπραξη του Φορέα και του Εθελοντή ή/και συνεργατών ή/και προστηθέντων τους, ως έργο συλλογικό, συνεργασίας ή σύνθετo,
μπορεί να διατεθεί δωρεάν προς περαιτέρω χρήση και αξιοποίηση. Ως εκ τούτου ο εθελοντής, αυτοδικαίως και άνευ οποιουδήποτε ανταλλάγματος ή αμοιβής μεταβιβάζει και εκχωρεί με το παρόν στον φορέα κάθε εξουσία και δικαίωμα επί οποιασδήποτε δημιουργικής συνδρομής του, αυτοτελούς ή όχι, στα
ως άνω αποτελέσματα ή/και προϊόντα. Η εν λόγω μεταβίβαση και εκχώρηση συνοδεύεται από τη ρητή συναίνεσή του αρ. 16 του Ν. 2121/1993. Ο Φορέας
καθίσταται ο αποκλειστικός δικαιούχος επί των αποτελεσμάτων ή/και προϊόντων του έργου και θα φέρει όλες τις εξουσίες που απορρέουν από αυτό, χωρίς
άδεια του εθελοντή, η οποία σε κάθε περίπτωση παρέχεται ανέκκλητα δια της υπογραφής της παρούσας σύμβασης.
7) Ο Φορέας διατηρεί το δικαίωμα να καταγγείλει μονομερώς την παρούσα σύμβαση, χωρίς να καταβάλλει οποιαδήποτε αμοιβή ή αποζημίωση, αν διαπιστώσει
ότι δεν τηρούνται εκ μέρους του Εθελοντή οι όροι της παρούσας Σύμβασης ή ότι οι παρεχόμενες υπηρεσίες δεν συνάδουν προς τις γενικές κατευθύνσεις
και οδηγίες του Φορέα ή αν ο Εθελοντής απουσιάζει αδικαιολόγητα κατά την εκτέλεση των καθηκόντων του. Το ίδιο δικαίωμα και με τους ίδιους όρους έχει
και ο Εθελοντής.
8) Η παρούσα Σύμβαση διέπεται από την ελληνική νομοθεσία. Για την επίλυση κάθε διαφοράς ή διαφωνίας που τυχόν προκύψει από τη σύμβαση, ως και τις
σχέσεις που δημιουργούνται από αυτή, συμφωνείται από τα συμβαλλόμενα μέρη, ότι αρμόδια είναι αποκλειστικά τα δικαστήρια τ…. …………………….
Τροποποίηση οποιουδήποτε εκ των όρων της παρούσας Σύμβασης, που συμφωνούνται στο σύνολό τους ως ουσιώδεις και σπουδαίοι, γίνεται και αποδεικνύεται γραπτά σε κάθε περίπτωση τροποποίησης νομικών ή πραγματικών περιστατικών, με τη συμφωνία των συμβαλλομένων μερών, αποκλειόμενου κάθε
άλλου αποδεικτικού μέσου, μη εξαιρουμένου και του όρκου. Η παρούσα Σύμβαση περιέχει το σύνολο των συμφωνηθέντων μεταξύ των μερών και υπερισχύει οποιασδήποτε προηγούμενης ή ταυτόχρονης μεταξύ τους προφορικής ή έγγραφης συμφωνίας ή ρύθμισης.
Η παρούσα συντάχθηκε σε δύο (2) πρωτότυπα, που αφού διαβάστηκαν υπογράφονται από τους συμβαλλομένους και από τα οποία το ένα παραμένει στον
Φορέα, το δε άλλο λαμβάνει ο Εθελοντής.
ΟΙ ΣΥΜΒΑΛΛΟΜΕΝΟΙ

Για τον Φορέα

Ο Εθελοντής

………………………………………………………
(σφραγίδα και υπογραφή)

………………………………………………………
(υπογραφή)
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10. ΕΙΔΙΚΗ ΕΚΠΑΙΔΕΥΣΗ
Special training is the training taken by the volunteer in order to comply with the requirements within the job description. The volunteer’s
training plan for undertaking a role should reply to the following questions:
	What kind of information does a volunteer need in order to
take the role over?
What skills are needed to comply?
	What is the desired stance or approach towards the role?
Special training may be offered either prior to undertaking the
job in the form of a seminar or study, or directly at the work space
close to a more experienced volunteer or salaried member of staff.
The volunteer’s special training is a responsibility of the salaried
employee (or even volunteer) who is responsible and will cooperate with the specific volunteer, namely the immediate supervisor
thereof. To increase chances for a volunteer to learn, it is better to
follow the model: «I Observe, Recognize, Analyze, Generalize, Experience»:
Suppose that I have selected a volunteer to assume the role of
receiving school teams at an Environmental Training Center. (S)he
is informed about the Center and its activities during basic training
and has participated in environmental awareness games. Initially,
I have him/her watch me, when I receive a school team coming,
and take notes. Following this I make conversation with him/her,
placing questions:
What did you see me doing?
What problems did I face?

Why do you believe problems emerged?
In what way did I attempt to solve them?
Why was this way more effective than the other?
What would you do to avoid similar problems?
When we make sure that the volunteer has understood what (s)
he must do, we reverse the roles and we observe him/her, following the procedure, with the difference that we make the questions
again.
The above role is the mentor’s role, which requires the following
principles in order to function:

1. Relation of trust and mutual respect
2. Requires a commitment of time
3. Purpose is the volunteer’s development
4. It is based on targets agreed by both sides
5.	The mentor operates as a behavioral example and model
6.	A mentor provides qualitative evaluation to the volunteer
7.	The volunteer tries steadily to improve and evolve
8.	Gradually, the volunteer needs less (and, eventually, no)
supervision.
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11. SUPERVISION AND EVALUATION
The role of the immediate supervisor
An immediate supervisor is the salaried employee (or volunteer), who is immediately responsible for a specific number of
volunteers. The immediate supervisor bears the responsibility of
special training, supervision and evaluation of volunteers within
his/her scope of responsibility.
Essentially, it is the man exercising direct management to the
volunteer (or a number of volunteers). An immediate supervisor
will have to be in a very tight and continuous cooperation with the
person in charge of the volunteer program.
Part of the role of the immediate supervisor is described within
the chapter handling special training. Evaluation of the volunteer’s
work has to take place upon prearranged targets.
A supervisor will have to encourage the volunteer’s self-evaluation. Beyond personal discussions or group meetings, it is good
to also have a written evaluation. This adds no bureaucracy, nor
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does it make the procedures stricter; on the contrary, it addsιvalue to the volunteer and helps him/her monitor one’s evolution by
oneself. The immediate supervisor bears a serious responsibility,
as the man of daily contact with the volunteer for maintaining the
satisfaction thereof.
In order to succeed in the task of managing the volunteer team,
the worker bearing this responsibility needs to possess and/or
develop leadership skills. The following tool for self-evaluation of
leadership skills "The Blake and Mouton Managerial Grid" will help
you discover your own leadership profile.
A volunteer’s job description is not something static, which does
not evolve or change. Work enrichment constitutes a crucial factor
of volunteer satisfaction and preservation.
Horizontal enrichment means in plain words more work, while vertical enrichment additional responsibility.

Το Πλέγμα της Ηγεσίας (Blake and Mouton Managerial Grid)
Ερωτηματολόγιο Αυτο - Αξιολόγησης της Ηγεσίας
Παρακάτω είναι μία λίστα προτάσεων/δηλώσεων σχετικά με τη συμπεριφορά της ηγεσίας. Διαβάστε προσεκτικά κάθε μία από αυτές
και στη συνέχεια, χρησιμοποιώντας την ακόλουθη κλίμακα, αποφασίστε τον βαθμό στον οποίο ταιριάζει με εσάς. Για καλύτερα αποτελέσματα, απαντήστε όσο το δυνατόν πιο ειλικρινά.
Ποτέ
Συχνά
Πάντα
0
1
2
3
4
5
1.______Ενθαρρύνω την ομάδα μου να συμμετέχει στη λήψη των αποφάσεων και προσπαθώ να εφαρμόζω τις ιδέες και προτάσεις τους.
2.______Τίποτα δεν είναι πιο σημαντικό από την επίτευξη ενός στόχου ή έργου.
3.______Παρακολουθώ προσεκτικά το πρόγραμμα ώστε να διασφαλίσω ότι ένα έργο ή σχέδιο θα ολοκληρωθεί στην ώρα του.
4.______Μου αρέσει να καθοδηγώ τους ανθρώπους σε καινούργια έργα και διαδικασίες.
5.______Όσο πιο δύσκολο είναι ένα έργο, τόσο περισσότερο μου αρέσει.
6.______Ενθαρρύνω τους συνεργάτες μου να είναι δημιουργικοί στη δουλειά τους.
7.______Όταν βλέπω ότι ένα πολύπλοκο έργο είναι κοντά στην ολοκλήρωσή του, διασφαλίζω ότι έχει ληφθεί υπόψη, κάθε του λεπτομέρεια.
8.______Το βρίσκω εύκολο να πραγματοποιώ διάφορα πολύπλοκα έργα ταυτόχρονα.
9.______Μου αρέσει να διαβάζω άρθρα, βιβλία και περιοδικά σχετικά με την εκπαίδευση, την ηγεσία και την ψυχολογία και στη συνέχεια
να εφαρμόζω στην πράξη ό,τι έχω διαβάσει.
10.______Κατά τη διόρθωση λαθών, δεν ανησυχώ για το αν θα θέσω σε κίνδυνο τις σχέσεις.
11.______Διαχειρίζομαι τον χρόνο μου πολύ αποτελεσματικά.
12.______Μου αρέσει να εξηγώ τις περιπλοκότητες και τις λεπτομέρειες ενός πολύπλοκου έργου ή προγράμματος στους υπαλλήλους
μου.
13.______Ο καταμερισμός ενός μεγάλου προγράμματος σε μικρότερα και έτσι ευκολότερα στη διαχείριση έργα είναι δεύτερη φύση μου.
14.______Τίποτα δεν είναι πιο σπουδαίο από το ÇχτίσιμοÈ μίας καλής ομάδας.
15.______Μου αρέσει να αναλύω προβλήματα.
16.______Σέβομαι το όρια των άλλων.
17.______Το να συμβουλεύω τους συνεργάτες μου να βελτιώνουν την αποδοτικότητά τους ή τη συμπεριφορά τους είναι δεύτερη φύση
μου.
18.______Μου αρέσει να διαβάζω άρθρα, βιβλία και εμπορικά περιοδικά σχετικά με το επαγγελματικό μου αντικείμενο και στη συνέχεια
να εφαρμόζω τις νέες διαδικασίες που έχω μάθει.
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Ενότητα Βαθμολόγησης
Μετά τη συμπλήρωση του ερωτηματολογίου, μεταφέρετε τις απαντήσεις σας στα παρακάτω αντίστοιχα κενά διαστήματα.

Άτομα
Ερώτηση

Έργα
Ερώτηση

1______

10______

2______

11______

3______

12______

4______

13______

5______

14______

6______

15______

7______

16______

8______

17______

9______

18______

Σύνολο ____________

Σύνολο ____________

Χ 0.2 = ______________

Χ 0.2 = ___________
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Ενότητα Πίνακα
Σχεδιάστε τα τελικά σας σκορ στο παρακάτω γράφημα, τραβώντας μία οριζόντια γραμμή με βάση την κατά προσέγγιση βαθμολογία
της στήλης Άτομα (κατακόρυφος άξονας) προς τη δεξιά πλευρά του πίνακα, όπως επίσης τραβώντας μια κατακόρυφη γραμμή με
βάση την κατά προσέγγιση βαθμολογία της στήλης Έργα ως προς τον οριζόντιο άξονα και προς την κορυφή του πίνακα. Στη συνέχεια, τραβήξτε δύο γραμμές μία από κάθε κουκίδα έως το σημείο τομής τους. Η περιοχή της τομής των δύο ευθειών αντιπροσωπεύει τον τύπο ηγεσίας με βάση τον οποίο λειτουργείτε.

9
8

8

9

Παράδειγμα

Team Leader

Impoverished

Authoritarian

3

3

4

5

5

People

4

People

Country Club

6

7

Team Leader

6

7

Country Club

Authoritarian

2

Point of intersection

1

1

2

Impoverished

1

2

3

4

5 6
Task

7

8

9

1

2

3

4

5 6
Task

7

8

9

Το παραπάνω παράδειγμα αντιπροσωπεύει τη βαθμολογία 4 στην ενότητα Άτομα και τη βαθμολογία 6 στην ενότητα Έργα. Το τετράγωνο στο οποίο τέμνονται οι δύο γραμμές είναι το στυλ ηγεσίας που σας χαρακτηρίζει, στην προκείμενη περίπτωση είναι η ενότητα
του Αυταρχικού.
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Τα Αποτελέσματα
Το παραπάνω γράφημα σας δίνει μια ιδέα σχετικά με το στυλ
ηγεσίας που σας χαρακτηρίζει. Όμως, όπως κάθε άλλο όργανο
το οποίο επιχειρεί να σκιαγραφήσει την προσωπικότητα ενός
ατόμου, θα πρέπει να λάβετε υπόψη και άλλους παράγοντες,
όπως το πώς σας βαθμολογούν σαν ηγέτη οι συνάδελφοι και
οι υπάλληλοι σας, το αν φέρνετε σε πέρας τις εργασίες που
αναλαμβάνετε, το εάν φροντίζετε τους υπαλλήλους σας, το αν
συμβάλλετε στην ανάπτυξη του οργανισμού σας, κλπ.
Σας προτείνουμε να διαβάσετε πάλι τις προτάσεις/δηλώσεις
της έρευνας και να εστιάσετε την προσοχή στις χαμηλές βαθμολογίες, υποβάλλοντας στον εαυτό σας το ερώτημα, ÇΕάν
είχα υψηλότερη βαθμολογία σε αυτό τον τομέα, θα ήμουν άραγε πιο αποτελεσματικός ηγέτης;È Και εφόσον η απάντηση είναι
θετική, τότε αυτό πρέπει να γίνει ένα στοιχείο ατομικής δράσης.

προσοχή τους στο ποιος είναι υπαίτιος και λιγότερο στο τι δεν
πηγαίνει καλά και στο πώς μπορεί να αποτραπεί ένα αρνητικό
αποτέλεσμα· ανέχονται με δυσκολία μια άποψη που θεωρούν
διαφορετική (η οποία μπορεί να εκφράζει τη δημιουργικότητα
κάποιου συνεργάτη), και έτσι είναι δύσκολο για τους υφισταμένους τους να συνεισφέρουν ή να αναπτυχθούν.

Ομαδικός Ηγέτης (Team Leader)
(Υψηλή βαθμολογία στα Έργα, Υψηλή βαθμολογία
στις διαπροσωπικές σχέσεις)
Ο συγκεκριμένος τύπος ατόμου ηγείται με το θετικό του παράδειγμα και τις συμπεριφορές προωθώντας ένα ομαδικό περιβάλλον στο οποίο όλα τα μέλη της ομάδας μπορούν να επιτύχουν το μέγιστο του δυναμικού τους, τόσο ως μέλη της ομάδας
όσο και ως άνθρωποι. Τα άτομα αυτά ενθαρρύνουν την ομάδα να
επιτύχει τους στόχους της με τον πλέον αποτελεσματικό τρόπο, ενώ επίσης εργάζονται ακατάπαυστα για να ενδυναμώσουν
Αυταρχικός Ηγέτης (Authoritarian)
τους δεσμούς ανάμεσα στα ποικίλα άτομα της ομάδας. Αυτά τα
(Υψηλή βαθμολογία στα Έργα, Χαμηλή βαθμολογία στις
άτομα δημιουργούν και ηγούνται κατά κανόνα ορισμένων από
διαπροσωπικές σχέσεις)
Τα άτομα που λαμβάνουν αυτού του είδους τη βαθμολογία τις πιο παραγωγικές ομάδες.
είναι ιδιαίτερα εστιασμένα στην παραγωγή έργου αλλά και
σκληρά με τους υπαλλήλους τους (αυταρχικοί). Με τα άτομα
Ηγέτης Τοπικού Συλλόγου (Country Club)
αυτά δεν υπάρχει καθόλου ή υπάρχει ένα πολύ μικρό περιθώ(Χαμηλή βαθμολογία στα Έργα, Υψηλή βαθμολογία
ριο συνεργασίας. Όντας ιδιαίτερα εστιασμένα στην παραγωγή
στις διαπροσωπικές σχέσεις)
έργου, τα άτομα αυτά εμφανίζουν τα ακόλουθα χαρακτηριστιΤα συγκεκριμένα άτομα χρησιμοποιούν κυρίως το κίνητρο της
κά: είναι ιδιαίτερα προσηλωμένα στα χρονοδιαγράμματα· ανα- ανταμοιβής προκειμένου να διατηρήσουν την πειθαρχία και
μένουν από τους συνεργάτες τους να εκτελέσουν κατά γράμμα να ενθαρρύνουν την ομάδα να εκπληρώσει τους στόχους της.
τις εντολές που τους έχουν δοθεί χωρίς συζητήσεις και ερω- Αντίθετα, είναι σχεδόν ανίκανα να εφαρμόσουν μέτρα καταπιτήσεις· όταν κάτι πηγαίνει στραβά, τείνουν να εστιάσουν την εστικά, αναγκαστικά, ή άλλες διαδικασίες. Η ανικανότητα αυτή
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προκύπτει από τον φόβο τους για το ότι η χρήση τέτοιων εξουσιΗ πλέον επιθυμητή θέση για να βρίσκεται ένας ηγέτης κατά
ών μπορεί να θέσει σε κίνδυνο τις σχέσεις με τα υπόλοιπα μέλη μήκος των δύο αξόνων είναι στις περισσότερες περιπτώσεις να
της ομάδας.
έχει βαθμολογία 9 στη στήλη Έργα και 9 στη στήλη Άτομα - αυτός είναι ο Ομαδικός Ηγέτης. Όμως, μην απορρίπτετε τελείως
τις υπόλοιπες τρεις κατηγορίες. Ορισμένες περιστάσεις απαιτούν κατά καιρούς την ανάληψη ηγεσίας από κάποιον που ανήΑνεπαρκής Ηγέτης (Impoverished)
κει στις υπόλοιπες τρεις κατηγορίες. Για παράδειγμα, παίζοντας
(Χαμηλή βαθμολογία στα Έργα, Χαμηλή βαθμολογία
τον ρόλο του Ανεπαρκούς Ηγέτη, επιτρέπετε στην ομάδα σας
στις διαπροσωπικές σχέσεις)
Είναι ένας ηγέτης ο οποίος χρησιμοποιεί τον τύπο διοίκησης να βελτιώσει την πίστη στις δυνάμεις της. Εκτελέστε τον ρόλο
Çαπουσία μέσω αντιπροσώπουÈ. Αυτό γιατί δεν είναι προσηλω- του Αυταρχικού Ηγέτη προκειμένου να εδραιώσετε μια αίσθηση
μένος ούτε στην επίτευξη ενός έργου αλλά ούτε και στη δια- πειθαρχίας σε έναν αδιάφορο υπάλληλο. Μελετώντας με προτήρηση αυτού. Ουσιαστικά επιτρέπει στην ομάδα του να κάνει σοχή την κάθε περίπτωση και τις δυνάμεις που την επηρεάζουν,
αυτό που η ίδια επιθυμεί και προτιμά να αποδεσμεύει τον εαυτό θα γνωρίζετε σε ποια σημεία κατά μήκος του άξονα απαιτείται
του από την ομαδική διαδικασία, αφήνοντας την ομάδα να υπο- να βρίσκεστε προκειμένου να επιτύχετε το επιθυμητό αποτέλεσμα.
φέρει από μια σειρά μαχών για την εξουσία.

gerasimos kouvaras Ι 75

The role of volunteer responsible
A volunteer responsible should not disappear after the volunteer
has been placed and basic training has been concluded. (S)he
must appear to and be available, convey the feeling to all volunteers that (s)he is their man and will be there for whatever unexpected comes up. More specifically, the volunteer responsible:
	Sets specific time when (s)he can extraordinarily meet volunteers who desire to talk to him/her
	Takes care in collecting, end of each month, the number of active volunteers, hours of voluntary work they provided, their
work and achievement and in recording them
	Promotes and recognizes the work of volunteers and informs
about anything new that concerns or interests them via the
newsletter and the webpage or the hosting of some meetings
and events
	From time to time (s)he summons a meeting of all volunteers
without salaried members of staff being present and evaluates the program on the volunteer side
	Summons respective meetings, on an individual basis, with
the immediate supervisors.
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	Investigates the renewal of job descriptions or the preparation
of new ones, in cooperation with one’s colleagues
	Detects problems within the relations or the cooperation between salaried employees and volunteers (or even between
volunteers themselves) and attempts to solve them, functioning as a catalyst
	Attends to collecting needs for volunteer training and hosting
of special training sessions.
	In case of a wrong volunteer selection or placement, (s)he
bears the responsibility for giving a solution, either by switching position or by requesting that the volunteer terminates.
It is very important to record reasons that justify expelling a
volunteer; each volunteer has to know them before starting
cooperation with the organization.
	In case a volunteer decides to terminate, (s)he tries to secure
an exit interview with him, recording the reasons of termination.

12. RECOGNITION AND PRESERVATION
Keeping a volunteer is a case far more difficult than one’s canvassing and is directly link with the satisfaction of volunteer needs and
motives. A volunteer feeling important is the volunteer to stay with
the volunteer program. The feeling of importance appears as one
(or a combination) of the following:
1. Feeling of «belonging»
2. Feeling of uniqueness
3. Feeling of power or effectiveness
If we turn back to the study of volunteer motives, we shall see
that in essence these three factors match with the three need categories in Mc Cleland’s theory of motivation.
To youth aged less than 30 years, volunteerism appears to be
particularly linked to their personal and professional development
and shows up often as a short-term commitment on their side.
Stronger reasons for keeping a volunteer (stay with the program)
seem to be the development of friendship with other volunteers
and particularly with salaried members of staff and their work enrichment.
Factors contributing to keeping a volunteer are not always the entirely opposite ones to those leading to one’s termination… Stronger reasons leading a volunteer to termination seem to be linked
mainly with organizational factors and the work atmosphere and
they are: feeling of exploitation, dull job description, indifference or
arrogance from management and/or immediate supervisor.
Noteworthy is the fact that volunteer’s devotion to the organization leads to one’s stay, while excessive devotion to termination!
This is the outcome of overworking and it is even a responsibili-

ty of the workers to protect excessively devoted volunteers from
«burning out».
A practical recognition of volunteer work and importance plays
a decisive role towards their satisfaction and is obviously tightly
coupled with their stay. Volunteer «recognition» and whatever it
includes essentially constitutes the volunteers fee on the side of
the organization.
One of the hardest issues of volunteer management is precisely the management of their compensation, which is naturally
non-monetary, but this does not mean that it does not exist. So
that using the term «compensation» is not misunderstood, we
clarify that “thank you” is the highest payment given to the volunteer, provided it is offered in the way it should!
Practical ways of volunteer recognition
Beyond the daily, informal and individualized recognition of
volunteer offering, by means of “thank you” and “bravo”, which
is everyone’s responsibility, the volunteer responsible bears the
responsibility to organize an integrated recognition program pertaining to the entirety of the organization.
To plan this program, it suffices to turn back again to volunteer
motives and respectively schedule our activities. Work enrichment, which renews interest, and trust in the undertaking of initiatives and greater responsibilities are, nevertheless, strong samples of volunteer recognition and they are perceived as such by
themselves.
Steadily, volunteer work recognition is provided through promotion of their work within the organization’s communications media.
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Reference by name to volunteers adds personal value and offers 10. Participation in organization trips
them particular satisfaction.
11.	Forwarding of jobs announcements for a position opening
Finally, volunteers in their entirety, beyond their personal recsomewhere else to volunteers we consider qualified enough
ognition, feel the need for Volunteer recognition as a symbol and
to contest
role. Whatever method the organization comes up with for this
purpose, the most important of all is to have commitment by Top 12. Letters of recommendation
Management. If, for example, a volunteers’ day is enacted once a 13. Certificates of voluntary labor
year and some memorabilia are awarded to all volunteers or some 14.	Volunteer-only souvenir (e.g. a t-shirt of the organization)
prizes to those who stood out with their work, this day will have to 15.	Personal contact even after they leave, particularly when abbe considered as the most important holiday for the organization
sent e.g. for family or health reasons...
and everybody will have to be present, before all the Board of Di16.	Group or individual in-action photos and promotion through
rectors.
social media
There are numerous ways to recognize the work of our volun17. Improvement of work space or volunteer-only area
teers. We just mention some of them in the following list:
18.	Creation of a video with memoirs and important moments of
1. Host a volunteer-only event
their work
2. Awards
19.	Volunteer participation into evaluation and planning meet3. Birthday cards and personal gifts
ings or participation into special committees: transparency,
4. Parties
internal audit etc.
5.	Invitation of volunteers to social events outside the organiza20. Delegation of the organization in public events or mass media.
tion
Let your imagination free and create! Find original ways that will
6. Excursions
surprise, entertain, touch your volunteers. An example of “thank
7. Participation of top management to the above
you” towards volunteers is the video produced by ActionAid Hellas
8.	Keeping them informed about training or vocational seminars on the 5th of December 2015, International Volunteer Day.
https://www.youtube.com/watch?v=fOzirQFBPfc
9. Covering of costs for participation in seminars

78 Ι Volunteer Management. A journey in 13 steps

13 tips of a volunteer responsible towards salaried personnel

1.	As a worker you have some personal motives to be in this
job. Discover the motives of your volunteer and try to satisfy
them

2.	Choose the job that fits him/her and will make him/her feel
successful. Successful = satisfied, satisfied = consistent

3.	Don’t consider time devoted for training as lost. It will turn
back to you.

4.	Provide a renewal option. If Maria does photocopying fast,
this doesn’t mean that she has to do it for the next 10 years!

5.	Don’t take advantage of shyness or the feeling of guilt by a

volunteer who cannot say «no». Protect the «easy» volunteer from burning out!

6.	Each human is unique. Adjustment and flexibility are needed
against the particularities of each volunteer

7.	Don’t hesitate to say “thank you” with every chance. Nobody
was ever annoyed for overly appreciating his offer!
8.	Remember the volunteer on his name day, birthday or for no
particular reason!
9. Remember a volunteer suffering a hardship and being away.
10.	HUMOR! The volunteer is there for you personally. Provide a
friendly environment and a pleasant atmosphere
11. Do not defuse your stress or nerves upon the volunteer.
12.	Always ask him/her to evaluate the project and you personally; Take whatever (s)he tells you into consideration.
13.	Treat her/him as non-salaried personnel with a view on planning.
A volunteer is not somebody appearing in your life to serve you, to
make your job easier. At the same time you have appeared in his/
her life with an obligation to help him/her develop, evolve.
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13. PROGRAM EVALUATION AND DOCUMENTATION
The efficiency of the volunteer program will have to be evaluated
within regular time periods and conclusion out of it to lead a redesign for its improvement.
A series of question for which answers will have to be provided
utilizing tools of informal or even scientific research are:
	What significant and countable results were caused by volunteer participation?
	How satisfied is the public by the services rendered by volunteers?
	Are the actions for volunteer canvassing effective?
	Which improvements could take place in the selection and
placement processes?

Sensed respect and trust from staff members
Found work atmosphere pleasant and had a good time
developed personal relations with other volunteers or the staff
Basic training covered their needs
Felt comfortable to approach the volunteer responsible
	The immediate supervisor displayed interest on their training
and personal development received regular and constructive
evaluation for their work
	Were moving within an environment where they could freely
express their opinion
Their job descriptions contained more than routinely tasks

	How useful was the induction and basic training program?

Their job description enabled them to develop an initiative

	Which volunteer recognition actions were successful? What
else could we do in the future?

Were able to modify the job description

	How satisfied are volunteers from the management and individual factors of their participation in the program?

	The volume of work assigned to them reflected their skills and
the time available to them
	Participated in planning meetings within the sector they worked
had the more support and encouragement they needed

By investigating volunteer satisfaction from individual factors
we can extract useful conclusions, particularly if we delve into the
In their work space was pleasant.
most troublesome area through focus groups. If our organization
Finally, the volunteer program will have to retain a documentaemploys a large number of volunteers, it is best to initially create
tion record with all action thereof and all data registered per stage,
a questionnaire to be anonymously replied to and using a view apas described. The program responsible during the year will also
praisal scale (e.g. Likert scale) it will be easy to read its results.
have to attend to the creation of a record with audiovisual material
We can indicatively investigate whether volunteers
from program activities, which apart from evaluation and docu80 Ι Volunteer Management. A journey in 13 steps

mentation material can also stand as first class promotion material
for the program. Publishing an annual project report for the volunteer program is the most advisable combination of documentation
and promotion thereof.

zation according to the nature of tasks that are undertaken by volunteers and the salary level for workers within the organization.
For tasks demanding specific specialization we usually follow market salaries. There is no need to provide for different hourly rate for
each and any job description, we can e.g. classify tasks as office
The financial valuation of the volunteer program.
works, consulting services, training services, specialized services
Views conflict with regard to the value and risks of such a pro- (such as translator, graphic editors, psychologists etc.).
cess. Its positive part is that by financially valuating the volunteer
offering, essentially presenting their labor as loss of expense, we 2. Full time equivalent = Volunteer hours / 1800
Here, instead of a value in euros, the result we take is the numcan show to ourselves and also to potential sponsors how much
money it saved and what the cost would be to the organization to ber of full time employees our volunteers correspond to. 1800 is
succeed in its mission were there no volunteers. The negative part the number of work hours on an annual basis, which a full time
is that it perceives volunteerism as mere unpaid labor, ignoring its employee will approximately work.
other dimensions. Each organization may examine on a case by 3.	Added value % = [VTFV/ (VTFV + overall payroll cost)] Χ100
case basis whether to take this exercise, which could be an interHere we additionally need the information about our overall
nal exercise only, without notification to volunteers, if we consider
payroll cost. Using the above formula we extract the conclusion
that they would not feel greater recognition or satisfaction from
about the added (financial) value of the volunteer program. So,
the outcome of this exercise.
if e.g. the overall payroll cost per year is 100.000 euro and
There are several indices allowing us to measure the financial
the total financial value of the volunteer program is 10.000
dimension of volunteer labor, the most fundamental ones are
euro, its added value shall be 10%.
proposed here:

Productivity indices:
1.	Total financial value (VTFV) = Volunteer hours Χ hourly wages
Here we are naturally required to record the hours of volunteer
labor provided to the organization and to valuate in euros the hourly wages that would correspond to them, if we employed salaried
members of staff. The hourly wages have to be set by each organi-

Efficiency indices:

4.	ROI in money: VTFV/Total investment on the program
ROI (Return On Investment) is the ratio of revenue from the investment we have made over the cost of investment. It is obvious the ROI is positive only if it is >1, since only then is the
cost of our volunteer program less than the financial value it
produces.
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5.	ROI in workhours: Volunteer hours / management - supervision hours
In this case we do the same as above, not for money but for
work hours.
We thus see the relation between work hours provided by volunteers and their management-supervision hours invested by
the program responsible and the remaining salaried personnel.
There are some roles that should in no case be financially valuated. These are the roles related to governance, meaning the
hours devoted by members of the Board of Directors or the Gen-
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eral Assembly to exercise their institutional administrative duties
(if the same people voluntarily provide other services, then their
respective hours are valuated normally). In addition, it would be
awkward, if not inelegant, to include hours spent into activist actions as volunteer work hours; or broader within ad hoc solidarity
or exertion of force hours, which are no part of a specific voluntary job description. Thus, it makes no sense to financially valuate
hours devoted by mobilized citizens to a public protest for changing a law, in contrast to hours by the volunteer(s) who worked to
organize the specific activity on behalf of the organization.

C.	AFTERWORD
Reading the manual might have been one lonely affair. However, you are not alone. There are dozens of organizations around you that
have followed all or some of the steps above and have definitely learned from their mistakes or have practically and successfully tried
strategies or tools that are not stated in what you just read. There are people in these organizations, who can share their experience
and practice and exchange them with yours. So don’t hesitate to valorize the knowledge around you and build synergies. Also, don’t
hesitate to request volunteers from other organizations, particularly when there is a need for a big number of volunteers or for volunteer
resources «trained» in specific fields.
Good luck!
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"Το παρόν ηλεκτρονικό βιβλίο παράχθηκε ως μέρος του συνολικού έργου του
Volunteer4Greece, που υλοποιήθηκε από τον Σεπτέμβριο 2015 μέχρι τον Απρίλιο 2016, με
χρηματοδότηση από την Ισλανδία, το Λιχτενστάιν και τη Νορβηγία, στο πλαίσιο του Προγράμματος "Eίμαστε Όλοι Πολίτες", το οποίο είναι μέρος του συνολικού Χρηματοδοτικού
Μηχανισμού του EΟΧ για την Ελλάδα, γνωστού ως EEA and Norway Grants. Διαχειριστής
Eπιχορήγησης του Προγράμματος είναι το Ίδρυμα Μποδοσάκη. Στόχος του Προγράμματος
είναι η ενδυνάμωση της κοινωνίας των πολιτών στη χώρα μας και η ενίσχυση της κοινωνικής δικαιοσύνης, της δημοκρατίας και της βιώσιμης ανάπτυξης".

