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 Introduction

The HR Council for the Nonprofit Sector (HR Council) acts to bring together 
nonprofit sector employees on labour force issues. The decisions of the HR 

Council are purposed to develop the workplace skills and knowledge neces-
sary for strong leadership in nonprofit organizations. The creation of National 
Occupational Standards for Managers of Volunteer Resources supports this func-
tion of the HR Council; the criteria will ensure that organizations will be held to 
national standards.

The Occupational Standards for Managers of Volunteer Resources describe what a 
person in a volunteer management position needs to know and be able to do to 
be considered capable in the profession. In general, ‘capable’ means that a person 
has the level of skills, knowledge and abilities required to do a job effectively and 
successfully.   

Occupational Standards are an extremely valuable resource tool that can be 
used by a variety of nonprofit sector stakeholders, including:

•	 Paid or unpaid volunteer managers

•	 Chief executive officers

•	 Human Resources personnel

•	 Project Managers

•	 Boards of directors

•	 Organization supporters

•	 Volunteers 

•	 Members of the public

•	 Partner organizations

•	 Current and future employees

The Occupational 
Standards are an 
extremely valuable 
resource tool that 
can be used by a 
variety of nonprofit 
sector stakeholders.



 OCCUPATIONAL STANDARDS FOR  MANAGERS OF VOLUNTEER RESOURCES: HOW-TO GUIDE   |     3

For the final Occupational Standards to gain currency within the sector and be 
utilized to its full potential it is necessary for end-users to clearly understand 

the practical applications of the document. By demonstrating the great value of 
the Occupational Standards, organizations can make full use of the document 
and adopt the standards as part of the culture of their organization. To maximize 
the value of the Occupational Standards, guidance must be provided to end-users 
by demonstrating practical uses for the standards in their organization in the 
products of the How-to Guide. With this document, the Occupational Standards 
become an integral part of the Human Resources processes within the sector. 

Within this How-to Guide, seven potential uses for the Occupational 
Standards for Managers of Volunteer Resources will be described, including using the 
Occupational Standards for:

•	 Developing job descriptions

•	 Conducting performance appraisals 

•	 Informing and assessing training curricula

•	 Assisting with the professional certification process

•	 Identifying ongoing professional development needs

•	 Managing succession plans

•	 Improving community relations

Within this  
How-to Guide, 
seven potential 
uses for the  
Occupational  
Standards for  
Managers of  
Volunteer Resources 
will be described.

 The How-to Guide



Effective job descriptions provide workers with a clear focus and understanding of expectations and priorities. 
These descriptions are based on close examination of the job and provide an understanding of what skills and 
abilities are needed by Managers of Volunteer Resources to perform their roles.  

Regardless of an organization’s size, clear and specific written job descriptions that identify the duties, respon-
sibilities, and qualifications for every employee are extremely beneficial for all supervisors and boards of directors. 
Key benefits of effective job descriptions include:

•	 Setting clear expectations: Managers of Volunteer Resources can be responsible for playing multiple roles within an orga-
nization. As each role comes with a specific set of expectations, well-defined job descriptions help provide the Manager of 
Volunteer Resources with a clear understanding of what is expected of them in their current position.

•	 Clarifying hiring needs: Clearly defined job descriptions are effective tools for employers during the hiring process, as they 
aid in the selection of qualified candidates. Job descriptions provide a synopsis of the requirements of a job and serve as 
an objective basis from which to measure a candidate’s suitability for employment.

•	 Clarifying relationships between roles: In a nonprofit setting, there are often a number of roles with ranging scopes that 
can, at times, overlap. A clearly defined job description allows the Manager of Volunteer Resources to recognize the scope 
of his or her personal responsibilities within the context of coworkers, volunteers, boards of directors, and/or managers. 
Having these boundaries defined allows the Manager of Volunteer Resources to form effective working relationships.

Developing job descriptions using the 
occupational standardsUse 1

Steps to developing a job description using the 
occupational standards:
The responsibilities of Managers of Volunteer 
Resources differ greatly from one organization to 
another in the nonprofit sector. The skills needed to 
do this job successfully, however, remain essentially 
the same. The Occupational Standards for Managers 
of Volunteer Resources clearly defines what a capable 
Manager of Volunteer Resources must be able to do, 
including Tasks, Sub-Tasks and Required Skills and 
Abilities. 

Because they so effectively describe the actual tasks 
that a Manager of Volunteer Resources performs during 
daily work, the Occupational Standards ensure that the 
person hired for the job is qualified to fulfill the needs 
of the nonprofit organization. Having a capable person 
in the role of Manager of Volunteer Resources adds 
strength to the organization’s profile and, therefore, 
increases opportunities for the individual to build bene-
ficial working partnerships with other organizations 
and within the community at-large. 

The following is an example of how a job description 
could be developed using the Occupational Standards for 
Managers of Volunteer Resources. This process can include 
the following four key steps:

•	 Define the purpose of the job

•	 Outline the responsibilities of the job

•	 Describe required education and experience

•	 Identify required licenses, certificates or registrations

Step 1: Define the purpose of the job
This section provides a snapshot of the occupation in 
three to four sentences and is very useful to include in 
job advertisements. This section typically involves:

•	 An overview of the key job responsibilities

•	 The level of supervision and management received (i.e., 
to whom the Manager of Volunteer Resources directly 
reports)

•	 The level of supervision performed by the Manager of 
Volunteer Resources

Step 2: Outline the responsibilities of the job
This section describes the essential responsibilities 
of the job and is the most important portion of the 
job description. It is important to note that this sec-
tion does not outline every responsibility and task 
that a Manager of Volunteer Resources must be able 
to perform. Instead, this section outlines the main 
responsibilities of the position. This information is 
best obtained from the Task, Sub-Task, and Supporting 
Knowledge and Abilities sections within the 
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Occupational Standards for Managers of Volunteer Resources. 
To develop the Responsibilities section of the job 
description:

1. Using the Task Chart, circle all of the Tasks and 
Sub-Tasks performed by the Manager of Volunteer 
Resources for which the job description is being 
written.

2. Scan the Supporting Knowledge and Abilities and 
Sub-Tasks identified for each Task and extract infor-
mation that briefly describes what the Task entails.

3. Use the information from the Supporting 
Knowledge and Abilities and Sub-Tasks to write a 
one or two sentence description of the Task, which 
will be listed within the Responsibilities section. It 
can be helpful to use approximate percentages to 
indicate roughly how much time and importance 
should be placed on each responsibility.

Step 3: Outline required education and experience
This section describes the educational background as 
well as specific knowledge, skills and abilities that are 
required to perform the responsibilities of the Manager 
of Volunteer Resources. Clearly state when specific 
education and experience requirements are essential 
versus desirable. Specific knowledge requirements for 
the position can be extracted from the Occupational 
Standards for Managers of Volunteer Resources.

Step 4: Outline required licenses, certificates, or 
registrations
This section specifies any additional licenses, certifica-
tions, or registrations that are required for the Manager 
of Volunteer Resources position. Examples may include 
licensure with a professional association, police rec-
ord checks, or CPR and first aid certification. These 
requirements will be specific to each workplace.  



The Occupational Standards for Managers of Volunteer Resources is an effective tool for the performance appraisal 
process. Performance appraisals are very useful for both the Manager of Volunteer Resources and the supervisor/
board of directors. By analyzing an individual’s level of competency, it is easier for the supervisor or board of 
directors to evaluate the individual’s performance, set objectives, and identify strengths and development needs. 
In a situation where a performance appraisal cannot be conducted by a direct supervisor or board of directors, a 
Manager of Volunteer Resources can use the standards to evaluate his or her own performance and to determine a 
path for professional development.

Performance appraisal criteria clearly define the acceptable level of ability for each skill required to perform the 
job. The individual’s ability in each skill is measured against the Occupational Standards for Managers of Volunteer 
Resources, which is recognized as a current practice framework. This provides the foundation for an objective and 
fair assessment. The evaluations can acknowledge superior performance and strengths and provide a foundation 
for strategic planning and professional development. Performance appraisals often take place within the initial 
probationary period and, typically, on an annual basis thereafter. 

The following illustrates one method in which the Occupational Standards for Managers of Volunteer Resources can 
be used to conduct performance appraisals in five key steps:

•	 Select a performance rating scale or method

•	 Develop performance appraisal forms

•	 Prepare for the performance appraisal interview

•	 Conduct the performance appraisal interview

•	 Define future performance objectives 

Conducting performance appraisals 
using the occupational standardsUse 2

Step 1: Select a performance rating scale
To conduct a performance appraisal, the supervisor or 
board of directors requires a clearly defined rating scale 
to measure a Manager of Volunteer Resources’ perform-
ance of an area or task. There are a number of scales 
that can be used for appraising performance. Some 
scales will assign levels (e.g., Level 1, 2 and 3), some 
will assign titles (e.g., expert, competent, some experi-
ence and no experience) and others will assign letters 
(A, B and C). What is important for any performance 
appraisal scale is that the criteria for each ordinal are 
clearly defined, measurable and performance-based. 

For example:

Step 2: Develop performance appraisal forms
The Occupational Standards for Managers of Volunteer 
Resources contains all of the Tasks and Sub-Tasks that 
may be performed by Managers of Volunteer Resources 
working in a range of settings and fields. However, not 
every Manager of Volunteer Resources will perform 
every Task and Sub-Task within the Occupational 
Standards. It is important that the appropriate Tasks 
and Sub-Tasks are selected for each Manager of 
Volunteer Resources based on his or her work situation 
to ensure that the individual’s performance appraisal is 
reflective of the activities that he or she performs.

Scale
1 2 3 4 5

None Novice Functional Competent Mastery

Performance 
Based Criteria

Employee has 
no experience in 
this area

Employee is 
developing skills 
and knowledge 
for this area

Employee can 
perform this 
area with some 
support

Employee works 
independently 
in this area with 
initiative and 
adapts to special 
situations

Employee  
demonstrates 
this area well 
enough to  
mentor others
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The Performance Appraisal form will typically 
contain a section for each applicable Task within the 
Occupational Standards. For each task, the applic-
able Sub-Tasks can be summarized and identified as 
performance indicators. The Manager of Volunteer 
Resources’ competency for each task will be meas-
ured using the rating scale chosen for appraisal. Also 
included in this form should be areas for both the 
Manager of Volunteer Resources and the supervisor 
or board of directors to provide comments, identify 
major achievements and contributions, define personal 
development activities and set goals and objectives.

Step 3: Prepare for the performance appraisal 
interview
The key element of a performance appraisal is the inter-
view. However, there is preparation involved for both 
the Manager of Volunteer Resources and the supervisor 
or board of directors prior to the interview.

Manager of Volunteer Resources Preparation
Prior to the Performance Appraisal Interview, the 
Manager of Volunteer Resources uses the perform-
ance appraisal form for self reflection. As outlined 
above, this self-appraisal would have the individual 
list their major achievements and contributions, per-
sonal development activities, goals and objectives, as 
well as evaluating their own performance of specified 
work Tasks according to the rating scale. Once the 
Manager of Volunteer Resources has completed the 
self-reflection, the form is returned to the supervisor 
for use during the Performance Appraisal Interview. In 
preparation for the interview discussion, the Manager 
of Volunteer Resources should prepare to discuss the 
self-reflection ratings with the supervisor. He or she 
should consider the Tasks that were rated lower and 
should begin thinking of potential options for improv-
ing performance through professional development.

Supervisor or Board of Directors Preparation
Prior to the Performance Appraisal Interview, the 
supervisor or board of directors will also complete 
an appraisal of the performance of the Manager of 
Volunteer Resources for various Tasks. Following this 
appraisal, the supervisor or board of directors can 
identify the specific Tasks that they wish to discuss in 
detail with the Manager of Volunteer Resources dur-
ing the interview. These Tasks may include those areas 
in which the Manager of Volunteer Resources excels 

but also those for which the employee requires further 
training to improve performance. For Tasks that require 
improvement, the supervisor or board of directors can 
begin to consider potential training options to discuss 
with the Manager of Volunteer Resources during the 
interview.

Step 4: Conduct the performance appraisal 
interview
A significant feature of performance appraisals is 
that they require interaction between the Manager of 
Volunteer Resources and the supervisor or board of dir-
ectors. The Performance Appraisal Interview serves as a 
catalyst for a meaningful discussion about job perform-
ance, which can then lead to mutual understanding 
and appreciation.

During the Performance Appraisal Interview, the 
Manager of Volunteer Resources and the supervisor 
or board of directors must confirm the appraisal. This 
requires a high degree of trust and communication.  
The Manager of Volunteer Resources must feel com-
fortable in sharing explanations for their self-reflection. 
The supervisor or board of directors must also be 
comfortable discussing reasons why their performance 
rating for specific Tasks may differ from the Manager 
of Volunteer Resources. A successful discussion process 
encourages the attainment of an increased perform-
ance rating through mutual understanding between the 
Manager of Volunteer Resources and the supervisor or 
board of directors.

Step 5: Define future performance objectives 
The successful discussion of the current perform-

ance of the Manager of Volunteer Resources will lead to 
several positive outcomes including the setting of gen-
eral goals and objectives for the nonprofit organization 
to be met by the next interview period as well as iden-
tifying additional training and professional develop-
ment that will aid the Manager of Volunteer Resources 
in meeting these targets. All goals should be SMART 
(Specific, Measurable, Attainable, Realistic, and 
Timely). Setting SMART goals helps the supervisor or 
board of directors and Manager of Volunteer Resources 
determine if goals have been met each year. Such goals 
can help address specific programs, issues facing the 
organization or individual employment requirements 
and responsibilities.



The Occupational Standards for Managers of Volunteer Resources reflects the current practice across the country and 
defines the skills, knowledge and abilities required of today’s Manager of Volunteer Resources. Since these stan-
dards describe what a Manager of Volunteer Resources must be able to do to be considered capable, they are an 
excellent resource for curriculum developers and faculty who aim to produce able graduates as they inform and 
assess professional education curricula.

Using the occupational standards to 
design training programsUse 3

Informing Manager of Volunteer Resources 
education programs
To be successful, a Manager of Volunteer Resources 
education program needs to prepare students for 
employment in today’s nonprofit organizations. It must 
also be anticipatory in nature, training students for 
emerging needs and trends within the sector. There are 
a number of resources that curriculum developers can 
use to inform Manager of Volunteer Resources profes-
sional education programs. The Occupational Standards 
for Managers of Volunteer Resources is one of these 
resources.

The Occupational Standards were developed 
for the sector and by the sector using the DACUM 
(Developing A CurriculUM) approach. The core phil-
osophy of the DACUM approach is that the most effect-
ive way to identify the skills, knowledge and abilities 
required for a job is to consult with those who perform 
the job on a daily basis. Involving a cross-section of 
the Managers of Volunteer Resources workforce in the 
development process helps ensure that the Occupational 
Standards for Managers of Volunteer Resources are pan-
Canadian in nature rather than reflective of a single 
province, purpose, creed or philanthropic approach. 
As a result, the Occupational Standards for Managers of 
Volunteer Resources identifies the skills, knowledge and 
abilities that are necessary to those in the role Managers 
of Volunteer Resources, enabling curriculum developers 
to design programs around the skills that are deemed 
essential by current nonprofit employers.

How to use the Occupational Standards to 
inform education programs
The Occupational Standards are a sector-created depic-
tion of the current Manager of Volunteer Resources 
profession. There are a number of ways in which the 
Occupational Standards may be used as a resource by 
curriculum developers and faculty throughout the pro-
gram development process, such as:

•	 The Occupational Standards can serve as one of many 
reference documents used by curriculum developers 
and faculty to develop learning goals, learning objec-
tives and program evaluation tools.

•	 Following the initial development or revision of a train-
ing program, it can be evaluated using the Occupational 
Standards to determine if all skills, knowledge and 
abilities required of capable Managers of Volunteer 
Resources are being addressed in the program.

•	 If a curriculum developer or faculty member is respon-
sible for developing a course for a particular subject 
area, he or she may review the relevant Tasks and Sub-
Tasks within the Occupational Standards to identify the 
skills, knowledge and abilities required for this subject 
area.

•	 When engaging an expert/consultant to develop in-
house programs, training sessions or resources (e.g., 
individual courses), a nonprofit organization may use 
the Occupational Standards to inform the expert/con-
sultant of the minimum skills, knowledge and abilities 
that should be included in the programs or resources.
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Assessing Manager of Volunteer Resources 
education programs
There are a number of public and private educational 
institutions across Canada that offer post-secondary 
programs directed at professions in the nonprofit sector 
and some of these provide programs designed specific-
ally for volunteer management training. The content 
and curriculum focus as well as the requirements for 
each program will differ from institution to institution. 
Regardless of differences, all successful professional 
education programs must prepare students for effect-
ive employment within the sector. The Occupational 
Standards for Managers of Volunteer Resources can be 
considered a useful resource for assessing volunteer 
management programs as it ensures the curricula is 
reflective of the skills, knowledge and abilities expected 
from those in the profession.

How to use the Occupational Standards when 
assessing education programs
The following are a number of ways in which the 
Occupational Standards can be used when assessing 
program curricula:

•	 When a post-secondary institution is conducting 
their scheduled full program review, the Occupational 
Standards can be referenced during the review process 
to ensure that the program covers all Tasks and Sub-
Tasks identified in the standards, particularly those 
areas which are new or emergent in the sector. The 
Occupational Standards for Managers of Volunteer 
Resources can serve as a benchmark for the current 
practice which the professional program strives to meet 
and exceed.

•	 Following the development of curricula for an indi-
vidual course or professional development resources, 
the Occupational Standards can be used for review and 
evaluation. For example, curriculum developers can 
first identify which components of the Occupational 
Standards are relevant to their program goals. Next, 
they can compare the skills, knowledge and abilities 
contained in the relevant sections of the Occupational 
Standards with their curricula to determine if they have 
met or exceeded the required skills, knowledge and 
abilities for the Sub-Tasks within their curricula.



The HR Council should leverage their partner organization, the Canadian Administrators of Volunteer 
Resources, to include the Occupational Standards for Managers of Volunteer Resources in the criteria for professional 
certification and recertification of its members. Currently, the process of CAVR certification takes into account 
work experience and leadership, professional development and knowledge demonstrated in the form of submitted 
papers. However, the process does not include an objective assessment of the potential member’s performance as 
a Manager of Volunteer Resources against an Occupational Standard. It is recommended that the Occupational 
Standards be used to inform the creation of the testing material that potential applicants must submit as part of 
the certification process. Not only will this assure high levels of professional competency among CAVR members, 
it also will motivate members applying for recertification to pursue professional development to better equip 
themselves for their occupation.

Assisting with the professional 
certification processUse 4

The Occupational Standards for Managers of Volunteer Resources provides a thorough and objective description of 
the abilities of a Manager of Volunteer Resources. The Occupational Standards can be used not only as a tool to 
appraise an individual’s performance, but it can also be used to identify professional development needs for the 
improvement of the individual’s ability.  

Both new and established employees can benefit from professional development. Additional education and 
training helps fill gaps in knowledge or experience in the employee’s professional background. The skills gap 
exists between the knowledge and skills of an employee and the objectives of the organization or the responsibil-
ities of his or her position. This discrepancy is often unique to the individual’s situation, and the gap can range 
from computer competency to time management and beyond, limited only by the scope of the specific position. 
Therefore, Managers of Volunteer Resources that are involved in training and development programs are more 
prepared to be effective in their respective positions.  

The following is one method that can be used to identify ongoing professional development needs using the 
Occupational Standards for Managers of Volunteer Resources:

•	 Conduct a performance appraisal

•	 Identify professional development opportunities

•	 Create a professional development plan

•	 Evaluate the success of the professional development plan

Identifying ongoing pofessional development 
needs using the occupational standardsUse 5
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Scale
1 2 3 4 5

None Novice Functional Competent Mastery

Performance 
Based Criteria

Employee has 
no experience in 
this area

Employee is 
developing skills 
and knowledge 
for this area

Employee can 
perform this 
area with some 
support

Employee works 
independently 
in this area with 
initiative and 
adapts to special 
situations

Employee  
demonstrates 
this area well 
enough to  
mentor others

Regardless of how the performance appraisal is 
conducted, the result will be a performance appraisal 
of applicable Sub-Tasks. The Sub-Tasks for which the 
Manager of Volunteer Resources has received high per-
formance ratings are not likely to be identified as areas 
requiring professional development. However, Sub-
Tasks for which the Manager of Volunteer Resources’ 
performance is assessed at a lower level generally indi-
cate areas requiring professional development.

Once professional development needs have been 
identified, the Required Skills and Abilities and 
Required Core Knowledge in the Occupational Standards 
for Managers of Volunteer Resources can be reviewed to 
determine if there are particular underpinning skills, 
abilities and knowledge that could be developed in 
order to support and improve performance.

Step 2: Identify professional development 
opportunities
Once the Sub-Tasks requiring additional professional 
development have been identified, the individual 
Manager of Volunteer Resources is in a position to 
consider ways to fulfill these development needs. 
There are a number of development opportunities and 
resources available to Managers of Volunteer Resources.  
Methods commonly used by nonprofit organizations 
to improve an individual’s knowledge and skills may 
include:

•	 Communities of practice (i.e., interaction and learning 
of a professional group that leads to shared knowledge)

•	 Maintaining critical incident notes

•	 Mentoring and coaching (i.e., obtaining knowledge and 
guidance from an experienced, skilled and knowledge-
able colleague)

•	 One-the-job experience (e.g., assisting with the per-
formance of tasks with which one is less familiar to 
develop the necessary skills)

•	 Professional association certification and membership

•	 Self-directed learning, such as reading professional 
journals and periodicals

•	 Volunteering

•	 Workshops, training courses, conferences, and related 
post-secondary courses

Step 3: Create a professional development plan
Once an individual Manager of Volunteer Resources’ 
professional development needs and opportunities for 
improvement have been identified, a customized profes-
sional development plan can be created. It is import-
ant that the goals are SMART (Specific, Measurable, 
Attainable, Realistic, and Timely). A professional 
development plan may include the following activities:

•	 Identify Sub-Task requiring improvement: Use the 
actual Sub-Task reference to clearly specify the purpose 
of professional development.

Step 1: Conduct a performance appraisal
Before performance development needs can be identi-
fied, it can be beneficial to complete a performance 
appraisal of the Manager of Volunteer Resources’ 
skills, knowledge and abilities in the sub-tasks required 
for the job. This appraisal can be formal in nature, 
in which the appraisal is conducted by a supervisor 

and the Manager of Volunteer Resources. Where the 
person is assessing their own professional development 
needs, a simple scale can be used to assess how confi-
dent or capable the individual feels in performing each 
Sub-task.

An example of the scale could be:



•	 Define professional development activity: Specify the 
activities that need to be completed to develop the skills 
and knowledge required for improved performance and 
knowledge of the Sub-Task.

•	 Confirm required resources: Consider the resources 
(i.e., time and money) that are required to complete the 
professional development activity

•	 Set timeline: Set a realistic timeline to complete the 
identified professional development activities

•	 Conduct evaluation: Following the completion of the 
professional development activities outlined in the plan, 
the Manager of Volunteer Resources can evaluate or 
measure the success and outcomes of the activity

Step 4: Evaluate the success of the professional 
development lan
The final step involved in the process of identifying 
and meeting professional development needs is a self-
evaluation of the completed plan. In other words, the 
Manager of Volunteer Resources reflects on the profes-
sional development activities that have been performed 
and determines if these activities have had a positive 
impact on their skills and knowledge development and 
on the overall performance of the identified Sub-Task. 
This period of reflective evaluation also aids in the 
identification of activities that work best for the individ-
ual Manager of Volunteer Resources’ learning style and, 
therefore, fosters the most positive results. The goal of 
this process is to motivate the employee to succeed.
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The work of a nonprofit organization could be severely impacted by a vacancy in an important position like that of 
Manager of Volunteer Resources. Not only would the organization be losing an employee, it would also be losing 
that employee’s knowledge of the position along with his or her accumulated contacts, networks and experience. 
The loss of this knowledge means that the next person chosen to fill that role must build his or her community 
reputation from scratch.

This problem can be resolved by the creation of a succession plan, which would outline the organization’s plan 
for a temporary or permanent, planned or unplanned vacancy. Such a plan ensures that there are adequately-
trained employees elsewhere in the organization who are able to fill the vacant role, if needed. In the instance of 
a planned vacancy, the outgoing employee can train the successor in their specialized knowledge. In an emergency 
vacancy, the successor will occupy the new role immediately, either until a permanent replacement can be found 
or on a more permanent basis. While acknowledging many nonprofit organizations are so small that internal suc-
cession planning may not be relevant, there are still many organizations that may benefit from having succession 
plans in place.

Whether preparing for an emergency situation or the departure of a longstanding employee, succession 
plans are an important aid in a time of organizational instability. Since the Occupational Standards for Managers of 
Volunteer Resources categorizes the essential skills necessary to a Manager of Volunteer Resources, the document 
can be an excellent resource in the creation of a succession plan. It can help an organization to identify a viable 
internal successor for the position who best meets the requirements of the Occupational Standards. If and when 
the individual is called upon to assume the role of Manager of Volunteer Resources, this will ensure that he or she 
has the essential skills necessary to maintaining the organization’s objectives during a time of transition. A succes-
sion plan can be made to secure the position of Manager of Volunteer Resources, but it can also be used to evalu-
ate the current Manager of Volunteer Resources’ ability to assume a similar role or one at a higher level.

The following illustrates one method in which the Occupational Standards for Managers of Volunteer Resources can 
be used to manage succession plans:

•	  Identify organizational needs

•	 Assess current employees

•	 Identify a successor

•	 Create a professional development plan

•	 Evaluate the successor’s progress

Managing succession 
plansUse 6
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Step 1: Identify organizational needs
A period of change is an opportune time to evaluate an 
organization’s future objectives. When anticipating a 
change in leadership, the supervisor or board of direc-
tors is able to focus on the most important needs of the 
organization and to assess its future direction. From 
this conceptual basis, a strategic plan for the organiza-
tion can be created. It is from this framework that the 
supervisor or board of directors can make decisions 
about the best internal candidates for succession.

Step 2: Assess current employees
In anticipation of a vacancy, the supervisor or board 
of directors can use the Occupational Standards for 
Managers of Volunteer Resources to assess and com-
pare the skills, knowledge and abilities of staff mem-
bers in the context of the organization’s future needs. 
Because the candidates in competition typically come 
from inside the organization, the supervisor or board 
of directors may have first-hand knowledge about the 
candidates and their performance appraisals to draw 
upon during this process.

Step 3: Identify a successor
The supervisor or board of directors can identify cur-
rent employees who could effectively fulfill the role of 
Manager of Volunteer Resources based on an objective 
analysis of the candidate against the Occupational 
Standards. A formal interview process could be held 
with internal candidates to narrow down the options, 
or the supervisor or board of directors could simply 
approach a particular individual whom they believe to 
be the best candidate. Whichever method, the candi-
date will be chosen based on the best match with the 
Occupational Standards for Managers of Volunteer 
Resources. When the best possible candidate is identi-
fied, he or she must be approached for compliance with 
the succession plan. 

Step 4: Create a professional development plan
Once a candidate has committed to the succession 
plan, it is important to formulate an individualized 
professional development plan with the candidate in 
order to prime him or her for a future position. The 
areas of professional development can be determined 
by conducting a performance appraisal based on the 
Occupational Standards for Managers of Volunteer 
Resources. The identified areas that need improvement 
can point towards the supplementary training that 
would be most beneficial. The supervisor or board of 
directors can help the individual select and set up a 
personalized professional development plan that maps 
out timely training goals to prepare the individual for 
the role of Manager of Volunteer Resources.

Step 5: Evaluate the successor’s progress
Having a succession plan is a step towards emergency 
readiness, but the succession plan must be adjusted 
according to changes within the organization in order 
to keep the plan useful and up-to-date. The supervisor 
or board of directors must also evaluate the succes-
sor’s progress periodically to ensure that professional 
development goals are being met in preparation for the 
role of Manager of Volunteer Resources.  



The Occupational Standards for Managers of Volunteer Resources is a national paradigm that can be used to evaluate 
the success of a Manager of Volunteer Resources. Because it is pan-Canadian and sector-approved, the use of the 
Occupational Standards will also lend credibility to the organization and bolster public confidence in the trans-
parency and competency of its employees. This positive exposure can lead to an improved relationship of trust 
with the public, employees and the nonprofit community in general. The following are several ways in which the 
Occupational Standards improves community relations:

•	 Compliance with national standards

•	 Fair work environment

•	 Measurable success

•	 Organizational capacity

Improving community 
relationsUse 7

Compliance with National Standards
In a time where the public trust of nonprofit officials is 
waning, an adherence to the Occupational Standards 
could be a great advantage to an organization empha-
sizing transparency. If the public has access to this 
document, it becomes apparent that the organization 
is committed to keeping its employees accountable to a 
national set of standards. The Occupational Standards for 
Managers of Volunteer Resources also promotes the percep-
tion of legal and safe work practices. Being able to refer 
to these standards during possible Human Resources 
disputes can lead to an improved relationship of trust 
with the nonprofit community and general public.  

Fair Work Environment
A nonprofit organization can gain the respect of the 
general public by promoting a fair work environment 
for its employees, who represent the organization within 
the community. The Occupational Standards for Managers 
of Volunteer Resources sets clear expectations and defines 
boundaries between other staff positions. This helps 
the employee to focus on their responsibilities in a way 
that complements those of other staff members and 
makes him or her more effective. When a Manager of 
Volunteer Resources is effective in his or her role, it 
results in a well-managed group of volunteers, which 
presents a positive image of the organization to the 
public.

Measurable Success
In recent years, public scrutiny and expectations have 
increased the pressure for nonprofit organizations to 
demonstrate success, which can be measured using the 
Occupational Standards for Managers of Volunteer Resources. 
The process of conducting performance appraisals 
requires the supervisor or board of directors to evaluate 
current employees against the national standards and 
discrepancies arising from this procedure are addressed 
in the next performance evaluation. When presented 
to stakeholders, the measured progress of employee 
evaluations contributes to a positive image of the 
organization.

Organizational Capacity
A Manager of Volunteer Resources hired and trained 
according to the Occupational Standards is better 
prepared to perform well in his or her profession than 
those who are not held to national standards. Effective 
performance appraisals will motivate and guide this 
employee toward the organization’s objectives. When 
sharing in the nonprofit’s vision, the Manager of 
Volunteer Resources’ utilization of volunteer resources 
becomes focused on achieving organizational goals, 
which is a tremendous asset to the nonprofit. With the 
right training and motivation in place, the Manager of 
Volunteer Resources is prepared to work towards the 
objective of reaching organizational capacity.  
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