VOLUNTEER COORDINATOR

The position was created to coordinate the needs of the National Council Officers and/or Appointees with the talents of a database of S.A.M. volunteers.  Volunteers state their desire to help at the National level – their talents are advertised among the Council members.  If a need exists, the volunteer information is coordinated with the requesting Council member.

Building a database of Volunteers 

First, build a database of individuals willing to assist National Council officers and appointees.  Normally, this begins when an individual is completing his application to join or renew his membership.  The National Administrator provides this information to the Volunteer Coordinator.  

Should there be a demand for a type of volunteer, which is not included in the database, some advertising (SAMTalk, M.U.M., etc) might be prudent.

The Volunteer Coordinator must make contact with this individual, explaining the program and gathering profile information.  Attachment 1 is an example of the initial contact and profile form.  This can be sent via email or snail mail.  

Basic info is input into the Volunteer database pending receipt of the profile information.  An example of the table is Attachment 2.  

Actions when Volunteer responds with profile information:

If and when the individual responds with profile information, two actions follow:

1 - complete the information in the database, and initialize a file in the word processing program to track activities/correspondence on this individual.

2 – provide members of the National Board and appointees with the profile information using “The Volunteer Gazette”  (Attachment 3) Do not provide personal information; just the general data about the individual’s capabilities/talents. 

The council now has the information.  Should a Council Officer/appointee express a desire for more information, you can then provide the requestor with personal contact info, and request he keep the Volunteer Coordinator in the loop of any action taken.  

All of these communications are retained within the individual volunteer’s file, and summarized in the Volunteer Database, “VOL - Table for All”.

Talent Summary to the Council Officers/appointees.  

To remind the Council officers and appointees, occasionally (six months?) do a summary of all of the talents included in your database.  That is; a list of capabilities of your volunteers.  This is a way of keeping the volunteer program in the forefront of the Council’s mind, and may prompt them to share some of their workload.

Specific Requests for a Volunteer’s Services.

There are occasions when the volunteer coordinator is requested to review the database of volunteers with specific talents; i.e., someone with an accounting background.  The Volunteer Coordinator searches his database, and makes a judgement to do one of two things:

1 – Provide the requestor with contact info and background of all those volunteers with matching requirements - or
2 – directly contact the qualified volunteers and determine their interest in participating.  Then, arrange a channel of communication between the two.  

Again, all of this info should be documented in the individual’s file and on the database.

Reporting to the National Council.  

Approximately one month prior to each S.A.M. Board Meeting, you will be reminded by the National Administrator to submit a report to the Council for presentation at the next meeting.  This report should simply provide your successes, failures, and a description of any current projects with which you are involved. Attachment 4 is an example of such a report.

Budget information:  

The budget authorized by the Council for the Volunteer Coordinator is $200 at time of this writing.  This may be used for office expenses, transportation, lodging, etc.; even travel to Council meetings.  As you generate expenses, you should occasionally collect from the Treasurer, up to the maximum of your budget.  This is the only area where you might have to provide receipts, etc to backup your spending.  Of course, once you pass $200 – consider any excess as your “donation” to the Society.  The Treasurer must receive all expenses for which you wish reimbursement before May 31 of that year.  See Attachment 5 for example.

Attachment 1 – Example of Initial contact and profile request


Subject:    Volunteer - S.A.M. (need your info)    

    The National Administrator has advised me of you willingness and desire to serve our organization.

    As volunteer coordinator, it is my job to see that you are placed in an activity that makes the best use of your time and talents.

     To facilitate that process, please complete the following questionnaire. Be detailed in your answers, because the more I know about you, your talents and what you would like to be involved in – the better match I will be able to make. Remember, “I can do anything” is not the answer I’m looking for, none of us can do everything nor do we want to.

     Once I receive your form and assess your information, I will recommend your name to the appropriate committees or activity chairpersons for placement.

    Again, thank you for wanting to help.  I look forward to working with you for the betterment of the Society of American Magicians.

Sincerely,   Volunteer Coordinator
     


VOLUNTEER PROFILE
NAME (first, last)
ADDRESS
Work phone
Home phone
Fax phone
Email
OCCUPATION
REASON for INTEREST
In Serving On A Committee Or As A Special Function Volunteer
HOBBIES OR SPECIALINTERESTS (BESIDES MAGIC)
SPECIALIZED SKILLS 
DO YOU HAVE A SPECIFIC AREA WHERE YOU WOULD LIKE TO HELP?? 
RETURN THIS INFORMATION (email or snail mail) TO:
 
 Volunteer Coordinator
Address

Questions/Comments??  Email and Phone Number

Attachment 2 -- Table example

	Name

Email
	Address

Phone
	Regular Work
	Talents
	Received/

Began action
	Acknowledge

To

Volunteer
	Referred

To:

	John Jones

Klone

@aol.

com
	123 X St

Phil, PA

972 

1112222


	Computer Operator, Software Designer
	Manager, Photography,

Stage Design,
	11-21-2002 email to Jones. He sent profile 11-28.  Sent Gazette to Board 11-29.


	11-30-2002 via email
	Warren Johnson, Convention Committee

	Phil

Smith

Waj @ aol.com
	345 Y St Atlanta, GA

888

1234567
	
	Motivational messages Interest in  promoting the SYM's 


	12-12-2003

email to Smith. He sent profile 12-15. Sent Gazette to Board 12-17.
	12-18-2003 via email
	Tom Smith, SYM Director 


Attachment 3 – Example of Volunteer Gazette which is sent to each National Council Officer, committee chairperson, and key person.


VOLUNTEER GAZETTE
URGENT EMAIL INFORMATION
sent to each committee chairperson and key person at S.A.M. National.

This individual has recently expressed an interest 
in assisting S.A.M. at the national level. 
He just might be your "Right Hand Man"

We need to use the time and talents of willing
individuals such as this to everyone's best advantage.

Please consider what you or your committee does 
and determine if you could use this person's talents. 
The assignments can be either for a specific project 
or an ongoing need.

See a need? Got a question? 
Then send me a return E-mail. 
I will put you in touch with him.

Yours, in Magic 

(Volunteer Coordinator’s Name and Address) 

DO YOU HAVE A SPECIFIC AREA WHERE YOU WOULD LIKE SOME HELP?

LOCALE:   (tell them the general area of the country)

Next list the profile information.  but not the “personal” information.  Save the personal info until someone requests it.  That keeps you in the loop.
Volunteer Coordinator

Report to National Council

I continue to maintain my database on which I have all available information on everyone who has volunteered to assist.  These names are generally provided to me by Richard Blowers.  I send an information letter (or email) to the individual to complete.  He/she returns it.  The information is included in my database and I provide this information to 42 S.A.M. officers, committee chairs, and key people via my Email Volunteer Gazette. When, and if, the National addressees respond, I complete the link between requestor and volunteer. 

Date…

All’s quiet on the VOLUNTEER front.  Strangely, * * * * then they check it.

When I found that Rich  * * * *.  Hallelujah, I can put this in the SUCCESS column.

Concerned that you all might have forgotten me, I disseminated another  “composite” Gazette this last quarter and received some positive feedback. 

At the request of Tom Stone (Co-chairman of the S.A.M. Special Education Committee), I sent an email to many people in the S.A.M. detailing the * * * * have received (or are waiting) his “package”.
I also received a request from Warren Kaps asking that I provide him with names/* * * * another SUCCESS column entry here.

In the “still almost a success” column, I was asked to * * * * ball apparently is in the Committee’s court.

I also attempted to assist Southwest RVP Michael De Shalit in finding some deputies.  Would you believe – in all of my volunteers, not a single one is from the Southwest Region.

To conclude; I currently have information on 36 volunteers * * * * the Ethics Committee.

I also provided an update to my volunteers on the current active list saying NOT TO WORRY  - we have not forgotten you.

Attachment 5 -  Example - Request for Expense Reimbursement
	Request for Reimbursement of Expenses  to 

Your name -  S.A.M. Volunteer Coordinator

	September 8, 200x
	Replenish my postage stamp supply $3.70 x 4 sheets of 10 stamps = $14.80


	 14.80

	March 28, 200x


	Airline ticket – roundtrip – to Atlanta to attend the S.A.M. National Council Meeting


	140.00

	
	Total
	154.80



	
	Total expenses authorized in Volunteer Coordinator budget


	200.00



	Total Reimbursement Requested
	$ 154.80




Your name..

Volunteer Coordinator







