Before Interviewing Volunteers

· You have defined a position in your organization that can be filled by a volunteer.

· You have a position description that identifies the volunteer’s responsibilities, area of expertise, minimum commitment, how his/her work will be evaluated, who they report to and training requirements. 

· You have a recruitment plan that will attract people who meet the above qualifications.  If you need a specialist, such as a computer programmer, the recruitment process may be very narrowly focused and entail personally asking qualified people if they can donate time to your organization; if you need generalists, such as individuals to help with registration at a one-time event, you may post flyers on community bulletin boards.  The recruitment technique will target the population you hope to attract.  

· You have an interview process set up that will be appropriate for the level of candidate you plan to recruit.  If the organization is recruiting an individual who will hold a position that is key to its success, professionals will probably conduct a formal interview process; if the organization is recruiting temporary help for a one-time event, a committee of volunteers may conduct the interview process.  In both cases, though, the interview process enables organizations to select individuals who have the most chance for success and screen out individuals who may harm the organization.

· Questions that you select for the interview will relate directly to the position responsibilities listed on the position description and to ensure fairness, all candidates for the position will need to participate in the same process.

· Background checks may eliminate individuals who don’t meet basic qualifications for volunteering, but passing the check is not an indication that a volunteer will be successful.  Interviews enable the organization to assess an individual’s special talents, communication facility, commitment to the organization, willingness to learn, etc.  Where volunteers are needed to deliver programs to kids, the interview process will help identify exemplary role models; where volunteers are needed to help run the office, the ability to be part of a team will be critical; where volunteers are needed to transport people, safety will be key; where volunteers handle cash, honesty needs to be addressed.  In all cases, the focus of the interview centers on a position description. 
