The SIX STEP APPROACH to THE RECRUITMENT of VOLUNTEERS

…  Helping you to find the person you need

Step One
Define the job that needs to be done

Step Two
Identify the skills and qualities needed

    Step Three
Generate a list of who can do the job

Step Four
Target the best choice

Step Five
Ask someone to help you (Face2Face)

Step Six
Offer support and welcome them into scouting

1. Define the job that needs to be done

Decide exactly what job you want doing - not just its title, but define in detail the key tasks which they will do.
Where and when.
Who they will be working with - whom they are responsible to and for.
What help do they get?
What equipment and facilities will be on hand?
What commitment do you want from them?
It has been proved that people are more likely to volunteer if they are asked to do a specific job for an agreed period of time. You can always renew their appointment if they like and are good at the job.

2.       Identify the skills and qualities needed 

Non-Uniformed (eg Chairman, Secretary, Treasurer, committee member)

Here is a start on the knowledge, skills, qualities and circumstances relating to the above roles.

	
	Knowledge
	Skills
	Qualities
	Circumstances

	Essential
	
	Job specific skills eg minutes taking, accountancy, team working
	Interpersonal
	CRB

	Important
	
	Communication

Sense of Humour

Persuasion
	Patience


	

	Useful
	Scouting/ Guiding
	Basic IT skills 

Networking


	Interest in young people
	Administrative experience

Local contacts




Uniformed (DC, Section Leader)

	
	Knowledge
	Skills
	Qualities
	Circumstances

	Essential
	Guiding policies. (Given with training).
	Leadership   

(Given with Training)
	Common sense

Willing to make a commitment

Enthusiasm

Self motivated
	Available time esp. weekly commitment

The Promise

CRB

	Important
	
	Understanding young people
	Patience

Easy to work with
	Able to do some physical exercise i.e. Hiking.

	Useful
	Guide movement.

safety awareness
	Practical

Computer

Organised

Camping familiarity

Working with young people
	Team member.
	Previous experience with groups of young people or adults

Has or has had children in Scout/Guide Movements


3. Generate a list of who can do the job

Consider picking a team to do this… and not just the faithful few; try to find people who have a wide network of contacts themselves.  These people aren’t expected to actually volunteer but to produce names of potential adult recruits; sources include:

· Community figures – teacher, vicar, policeman, businessperson, contacts from other voluntary organisations (Rotary, Lions, Round Table)

· Work Colleagues

· People at school

· Parents

· Friends

· Neighbours

· Ex Scouts 

Actively seek out multiple referrers- those that can continuously refer potential volunteers, possibly Human Resource managers, schoolteachers.

Aim to have a team of about 8-10; they will meet just once and think creatively of names to fit the job outline you have produced.

Alternatively, you may find potential candidates by other methods:

ASK your friends and colleagues whether their company has a volunteer policy or a commitment to corporate social responsibility and follow up that lead

See attached sheet “Recruiting Ideas” for other methods

4. Select the best choice   

This is about matching skills and qualities with what the job requires

Also the volunteer’s values and style must fit in with the culture of the scouting group.

There is no point appointing someone who doesn’t fit; you will then have to manage the conflict!  Find out about the prospective candidate(s)

Also, who is best suited to ask the Target Volunteer?

5. Asking the Target Volunteer 

There is considerable evidence to suggest that asking someone Face2Face will achieve a more successful result than a letter or a general request for volunteers at a meeting.  Sometimes a phone call has to be a substitute for Face2Face

Here are a few notes on how to manage a phone call or meeting

The venue is important for a meeting to suit the candidate, without interruptions

5.1 Introduction and Pleasantries 
5.3 Outline the job 

5.4 Explain why they have been chosen 

5.5 Outline the benefits to them

5.6 Answer any questions

5.7 Ask if they will do the job

5.8 Close the meeting

5.1 Introduction and pleasantries

Break the ice and review what you know about the person.  Try to use an open question to get the person talking. Open questions start with WHO, WHAT, WHERE, WHEN, WHY or HOW

Once through the pleasantries of journey, weather, traffic, location, premises and anything you’ve found worthy of a compliment, then move to your opening

5.2 Explain the background 

     State clearly the purpose of the meeting and agree the time available for the meeting.

The Target Volunteer should begin talking about their life, spare time, hobbies; if not you will need to begin to ask questions to probe. 

Carry on with the Questions until you have the information you require using phrases like

Tell me more about........

Could you expand a little on......?

Silence encourages the other person to talk

A LONG PAUSE…..gives the person time to think, gives you the time to think, pausing can have a marked effect – stops the rambling.

Listen and check your understanding during the discussion; you should summarise e.g. ‘is it right to say that you said….?’

You have been provided with a wealth of high quality materials that can be used to give credibility and purpose to your conversation about Scouting

The idea is to paint the big picture of scouting

· Spell out the positives – be inspired – it’s catching:

· Scouting is very big. It is the largest mixed youth organisation in the UK.

· There has never been a better time to get involved and inspire the leaders of the future.

· Leaders help to offer challenge and adventure to thousands of young people aged 6-25.

· There are also thousands of young people on the waiting list who cannot benefit because there is a shortage of adult volunteers.

· Adult volunteers play a part both with non- uniformed and uniformed scouts and both types of roles are important and there are vacancies for suitable recruits.

· There is training at all stages plus an experienced mentor.

5.3 Outline the job 

Refer to the notes that you made when preparing for Step One 

5.4 Explain why they have been chosen 

Match your needs with their skill set

This leads us into BENEFITS

5.5 Outline the benefits to them 

Career Development

If you want to get ahead at work, get out of the office and volunteer. That’s the message from new research showing that more companies than ever before are encouraging their employees to volunteer as one of the most effective ways to build their skills and further their careers. 

Voluntary work has become integral to professional development in management circles- improving career skills and creating networks are just a couple of benefits

It helps them overcome shyness and acquire life skills. 

It builds confidence and self-esteem and ultimately leads to a happy fulfilled life.

Benefits answer the question what is in it for me? Often abbreviated to WIIFM?

Other benefits from surveys include:

*I had very little else to do, always enjoyed scouts. Saw a poster – need leaders. Can you help? Give us a call

* Thinking about volunteering in the village, joined at Open Day

* Became Queen Scout at 18, felt like giving something back to others to enjoy as I did

* I was asked

* For the enjoyment

* Something to do at University, help a youth group

* Enjoyed the Guides, give something back

* Came up the ranks

* Influence of son in Scouts

	FEATURES
	BENEFITS

	SKILLS

	Camping Pioneering First aid Cooking
	Learn new skills, do something extraordinary, Life experiences, feel good, Increased knowledge, safety



	Training
	Can lead in some activities, learn new skills, Sharing skills, feel confident, Career development

	Fund raising
	Sense of achievement, Done some good, See a result

	RELATIONSHIPS

	Working with young people
	To see young people mature, helping young people achieve and improve themselves, happiness, 

	Working with adults
	Involvement, not being lonely

	Working with the community
	Staying up to date, sense of satisfaction, making contacts, helping each other, meet new people, more rounded person.

	THE MOVEMENT

	Wearing a uniform
	Recognised, belonging, Identity, part of a Family

	Involvement in scouting
	For the greater good. To help improve society and the community.  Sense of belonging, Trust, Recognition, Safe, Secure, Acceptance, Healthy,  Life-long friendships.  Welcome anywhere

Considered Risk Taking


5.6 Answer any questions 

First of all listen carefully to the Target Volunteer to ensure you have understood what they mean as opposed to what they say.

Typical questions would include:

Commitment – how much time would it take?

What will I do?- 

Can I do it? 

Will it be too much? 

Too difficult?

Who will be there?

Can I get out if it is too much, not suitable?

What about this paedophile situation?

What happens next?

Can I be sued?

Am I insured?

What is a CRB?

5.7 Ask if they will do the job 

You will have started the meeting or conversation with this end in mind, you will have found out that the candidate meets the job specification and is very interested because of the benefits that Scouting offers.

The way to get towards a positive outcome is to make sure all the issues, the potential problems, obstacles are out in the open and that all the information has been given and all the important and less important objections or questions have been answered fully.

Then you must ‘SHUT UP’, Say nothing.  Wait for the Target Volunteer to speak.

CONGRATULATIONS A NEW RECRUIT OR….

Other Scenarios

The Target Volunteer may want to defer the decision. If they do, that’s OK, but understand why and agree the next steps and key dates, agree the next meeting date. You must stay in control even if it takes 11 months! 

Rejection isn’t personal; it’s a learning curve

Accept the outcome and go back to the list of candidates for the ‘next best’

5.8 Close the meeting

It is important to let the candidate knows that the meeting has finished

Ideally the meeting is closed at the agreed time eg after one hour

6 Offer support and welcome them 
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