
VOLUNTEER RECRUITMENT 
AND MANAGEMENT









OVERVIEW & 
INTRODUCTION



Volunteer Toolkit

• Best Practices
• Tools

• Worksheets
• Templates

https://www.miplace.org/4a7adf/globalassets/documents/michigan-
main-street/resources/mms_volunteer_toolkit_2019_2.pdf

https://www.miplace.org/4a7adf/globalassets/documents/michigan-main-street/resources/mms_volunteer_toolkit_2019_2.pdf
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VOLUNTEER
IDENTIFICATION



Best Practice – Assess and Evaluate
• Annually evaluate the efficiency of your 

organization’s volunteer management 
program.

• Assess how your organization currently uses 
volunteers vs. how you could use volunteers

• Conduct a cost/benefit analysis of engaging 
volunteers

• Conduct an internal evaluation of your 
organization’s volunteer management program 
to identify areas of strength and improvement

• Set tangible goals for volunteer engagement
• Increase in # of participating volunteers
• Increase in # of returning volunteers
• Develop a volunteer orientation packet
• Develop a system to match volunteers to projects 

based on skills/interests
• Celebrate volunteer successes through a volunteer 

recognition event



Best Practice – Identify Volunteer Opportunities

• Annually assess your 
organization’s volunteer needs.

• Outline existing 
projects/programming and 
potential projects/programming

• Identify the projects/programming 
that volunteers can help 
accomplish



Best Practice – Gauge Interest of Prospectives

• Provide a simple interest form online 
and at events to allow prospective 
volunteers to contact your 
organization about volunteer 
opportunities.

• Collect contact information, availability, 
relevant skills and areas of interest

• Create a readily available inquiry 
response email that can be sent 
quickly after receiving an inquiry from 
a prospective volunteer.

• Include the mission of your organization
• Provide information about volunteer 

opportunities (job descriptions, volunteer 
application, volunteer orientation, etc.)



VOLUNTEER
RECRUITMENT



Best Practice – Set up Volunteer Meet & Greets

• After receiving an inquiry, set up an 
informal first date to get to know the 
skills and interests of the prospective 
volunteer and allow them to ask 
questions about the organization with 
the goal of reaching a second date.

• At the second date, discuss the 
volunteer needs and opportunities 
available within your organization. If 
there is a proper fit, ask the individual 
to volunteer and provide the position 
description and volunteer application.



Best Practice – Position Descriptions

• Create position descriptions with 
fun, exciting titles to encourage 
recruitment of individuals to 
specific roles based on their 
interests and skill-sets.



Best Practice – Integrate Flexibility

• Recruit volunteers to short-term 
project teams or individual tasks 
rather than long-term 
committee commitments.

• Allow for virtual volunteering. 
Identify tasks that can be 
accomplished off-site so that 
individuals can volunteer even if 
they do not have time to 
volunteer in-person.



Best Practice – Volunteer Application

• Develop a more detailed volunteer 
application and make the application 
available online.

• Create a volunteer waiver of liability and 
photo release form. Consider integrating 
the form into your volunteer application if 
possible.

• Screen volunteers if they are interacting 
with a vulnerable population (children, 
elderly, etc.) or if they are dealing with 
money or sensitive information.

• Develop screening protocols
• Ask for a volunteer reference letter



Best Practice – Ask! 

• Ask people to volunteer! Shift the way 
your organization asks for volunteers 
by focusing on the cause and 
outcomes of your organization.

• Do not rely solely on general 
announcements to get results. Create 
a volunteer recruitment team to make 
personal asks.

• Ask Board members to identify 
potential volunteers and develop a 
plan to recruit.  Ask Board members to 
make the volunteer requests. 



Best Practice – Think outside the box

• Engage the youth in volunteer 
opportunities. 

• Consider incentivizing volunteer 
participation through developing 
a program that rewards 
volunteer activity with tangible 
incentives (apparel, gift cards, 
discounts, etc.).



Best Practice – Match Make

• Develop an internal volunteer 
request form.

• Match volunteers to existing 
projects/volunteer opportunities 
based on skills and interest.



VOLUNTEER
ORIENTATION



Best Practice – Volunteer Handbook

• Create a volunteer handbook that 
explains all the key information about 
your organization and volunteer must-
knows. Provide the handbook to 
volunteers once they have completed 
their application and are matched 
with a project and/or committee.

• Conduct an individual and/or group 
volunteer orientation meeting. Share 
the focus and strategic direction of 
your organization to inspire volunteers 
and instill passion. Highlight the 
payoffs and outcomes of volunteer 
efforts.



Best Practice – Instill Passion

• Demonstrate a collaborative team spirit 
to excite volunteers about their decision 
to participate.

• Develop a volunteer mentor or buddy 
system so that new volunteers have a 
contact to ask questions and can feel a 
connection to others within the 
organization.

• Host an annual meeting so that 
volunteers continue to feel passionate 
about your Main Street organization’s 
mission and can see the overall impact of 
your organization’s work in the 
community.



VOLUNTEER
TRACKING



Best Practice – Create a Database

• Create a single database to track volunteers. 
Microsoft Excel can be used to simply track 
volunteer information. Information to collect for 
each individual volunteer includes:

• Name
• Address
• Phone number
• Email
• Emergency contact
• Interests/special skills

• Use technology to help manage and communicate 
with volunteers. Examples include:

• Free or subscription based software for management 
(Maestro, Volunteer Local, Sign-up Genius, etc.)

• Text messages 
• Email for communication 
• Social media for connecting with volunteers



Best Practice – Count Volunteer Hours

• Take attendance or have a sign-in sheet at 
committee/project team meetings. 

• At events/activities count the number of 
volunteers and multiply by the number of 
hours the event/activity lasted (you may 
need to do this several times throughout 
the event/activity if there are multiple 
volunteer shifts).

• Calculate the value of a volunteer’s 
contribution in time and talent at $25.79, 
the hourly rate for Michigan-based 
volunteers, which changes yearly. 

https://independentsector.org/value-of-
volunteer-time-2020/

https://independentsector.org/value-of-volunteer-time-2020/


VOLUNTEER
RETENTION



Best Practice – Motivate
• Discover what motivates volunteers to participate and ensure 

your organization is meeting their needs for continued 
participation. Mobilize the volunteers to accomplish what 
they are passionate about.

• Become a volunteer coach: nurture and encourage the 
volunteers to succeed in managing their projects, events and 
committee. Divide big tasks for projects or events into 
manageable goals with multiple checkpoints.

• Empower volunteers to be decision makers through allowing 
them to take ownership of their project, event or committee. 
Allow the volunteers to make key decisions and report on the 
progress they are making.

• Consider redefining your organization’s meeting structure. 
Conduct shorter meetings that are task/project focused 
rather than long committee meetings with a large agenda to 
cover.

• Always make tasks enjoyable. Hire out the non-glamorous 
tasks (such as picking up garbage, emptying trash cans, 
setting barricades, etc.)



Best Practice – Give and Receive Feedback

• Be available to volunteers to hear questions, 
provide feedback and listen to any concerns. 
Give feedback to volunteers more than once 
per year through regularly checking in with 
them individually to ask about their 
experience and discuss their performance.

• Hold volunteers accountable and share the 
impact of their efforts.

• Ask volunteers about their experiences and 
for feedback on improvement. Maintain high 
standards and expectations for your 
organization and volunteers.

• Create a Volunteer Experience Evaluation Form



Best Practice – Recognize and Share Appreciation
• Appreciate and recognize your volunteers’ 

work through a series of gestures, both small 
and large. Ideas include:

• Thank you notes 
• Coordinated social events/outings in your 

downtown
• Providing snacks
• Yearly volunteer reception
• Volunteer Spotlights on Social Media

• Provide professional development and 
educational opportunities to the volunteers. 
Send volunteers to conferences and trainings.

• Position volunteers to move up within the 
organization, from project volunteer to 
project/committee chair, and eventually to 
board member.





Downtown Management 
Checklist

Download at 
www.miplace.org/mmslibrary

http://www.miplace.org/mmslibrary


Leigh Young, 
AICP
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