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Welcomer

A Volunteer Coordinators
Guide to Working With 211!

Bringing People &

Services Together.

BANK

Welcome!

On behalf of 211 Info Bank | am pleased to welcome you to the Volunteer
Coordinators Network. Y ou may be joining us as an executive

director, avolunteer manager, or even avolunteer yourself. You may coordinate
10,000 volunteers, work one-on-one with just afew volunteers, or never used the
resources of avolunteer before. In any of the mentioned situations, we anticipate
you will find this network a valuable resource and a great outlet for sharing best
practices. And most importantly, it isall free of charge.

The Volunteer Coordinators Network was established to support new and existing
volunteer programs by providing resources, knowledge of events, and exploring
innovative ideas of recruiting, retaining and recognizing volunteers in the greater
Salt Lake area. Thisinformal, yet informative group will provide you with
time-tested volunteer management solutions if you are just getting your volunteer
program started, or it will infuse your seasoned program with new ideas to be more
effective in harnessing your precious volunteer resources.

In addition to providing resources to your program, the network needs you to also
share your ideas and best practices. Rarely are the discussions of the network
found in books or manuals, but rather from the experience of the members that are
sharing what has worked for them. | invite you to post your replies to questions or
opportunities on our yahoo e-mail group, or bring brainstorming ideas to the
monthly brown bag.

Some programs in our network need in-kind donations and some have a surplus of
such donations. The e-mail group and brown bag meetings are opportunities for
you to advertise your requests and also to share what you may have in abundance.
Many bags of yarn, office supplies and even arefrigerator have been traded within
the group.

| pledge our support to your program and hope that our services will enhance your
efforts. We are unique in that we will never compete with your program for
volunteers, but hope to recruit additional volunteers to be placed with your agency.
Inside this packet are some ways that we can help you strengthen your volunteer
program. If you have additional needs, or suggestions on how we can help you
better, please contact me at (801) 887-1237.

My hopeisthat you will share as much as you learn from this network. Thanks for
joining this great group of professionals and best wishes in your volunteer work!

Joshua B. Pedersen
Director
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An e-mail group has been set up for volunteer coordinators to communicate
about the brown bag lunch, job openings, best practices, tips for volunteer
management, and provide a forum to discuss volunteer management issues.

If a person signs up for the e-mail group they will begin receiving correspondence
from other volunteer coordinators. It is also a way to send one e-mail out and
have it reach all of the other participants in the group. Currently there are about
200 members of this group. The group is moderated and messages are sent out
periodically. The e-mail group is an effective way to generate discussions and
ideas with a large group of people.

Archives of all previous correspondence is also available on a website as well as a
list of participants. Documents, such as job descriptions, policies, brochures,
etc. can be posted on the website for the participants to access.

How do | sign up for the group?
You may sign up for the group by sending a blank e-mail to:
Volunteer-Coordinators-subscribe@yahoogroups.com

How do | send an e-mail to the entire group?
You may simply reply to an e-mail from the group or send an e-mail to the
group by addressing the e-mail to:
Volunteer-Coordinators@yahoogroups.com
The e-mail will go to the moderator who will send it out to the rest of the
group if it is appropriate for the whole group.

How do | access the website?
You may access the group website at:
http:/ / groups.yahoo.com/ group/ Volunteer-Coordinators

How do | take myself off the list?

To remove your e-mail from the lists, send a blank e-mail to the following:
Volunteer-Coordinators-unsubscribe@yahoogroups.com

Help, | am still confused!!
If all of thisis new to you and you still want to participate, don’t hesitate to
call Kristin at 326-8101 and he can sign you up and walk you through the
process.
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211 Info Bank is happy to advertise volunteer opportunities for non-profit
agencies and public programs. If an individual wants to advertise
opportunities, they are welcome to do so, however they should be cautioned
that people responding to the ad do not have a background check and may
pose a threat to the individual needing assistance. The advertiser is solely
responsible for the safety of the organization or individuals being served by
the volunteer.

How to submit an ad?

Any agency desiring to submit an ad can e-mail, call or fax the ad. The ad
should include a brief one to two sentence description of the opportunity,
include “where,” and “when.” It should also include contact name and
phone number.

Contact: Kristin Beck
E-Mail: kristinb@csc-ut.org
Phone: (801) 326-8101
Fax: (801) 746-2880

Where will my ad be placed and for how long?

CSC: 2-1-1 Information and Referral will list the ad in the following places:
1. The Salt Lake Tribune - Volunteer Corner - Lifestyles Section
on Saturdays
a. This will be listed for about one month.
2. The Deseret News - Helping Hands Column - Usually on
Thursdays
a. This will be listed for about one month.
The City Weekly - Volunteer Opportunities
Thayne Center, Salt Lake Community College
Our website www.informationandreferral.org

Ok w
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How does 211 Info Bank promote my ad?

211 Info Bank is a clearinghouse of volunteer opportunities and works daily
to promote the various volunteer opportunities in the community. Our
website, our 2-1-1 phone number, the newspaper, and our Volunteer Oppor-
tunities resource lists, are all roadmaps or tools that help

individuals find appropriate volunteer opportunities.

Staff members of 211 Info Bank participate in many associations, resource
fairs, and make many presentations to different community groups in an
effort to advertise the tools to help people find opportunities.

How many volunteers will respond to my ad?

Because the variety of opportunities varies in the ads of 211
Information and Referral, it is difficult to gage the response of each ad.
Some ads receive a lot of attention and response, other ads receive no
response. The nature of the opportunity affects the response to the ad.

Resource Lists

We also publish several resource lists to advertise volunteer opportunities
for agencies available on our website, www.informationandreferral.org, for
easy printing and distribution. These lists include a “Newspaper” or current
needs list, “Youth Opportunities,” * Group/ Scout Opportunties,” “Court Or-
dered Service,” “Family Opportunities,” and “General Opportunities” lists.
Your agency may be added to those lists by contacting Kristin at 326-8101.

1-800-VOLUNTEER

You can also register with 1-800-VOLUNTEER. This powerful resource is a
database of volunteer opportunities that is searchable by interest area and
zip code. You can manage your own listings in the database to tailor infor-
mation on volunteer opportunities and events for your agency. To register,
just go to www.1-800-volunteer.org and click on “Create Account.” Click
where it says “Sign Up” on the “Organizations” side. If you need help, just
call Kristin at 326-8101, and he will walk you through the process.




