
Thank the person for meeting with you  
 
I am excited to provide you with information regarding a new resource that has been 
developed to support  
the occupation of Volunteer Management.  
This resource will assist me to understand all the requirements needed for our 
organization and myself to engage volunteers in a productive and safe manner.  (Insert 
something that ties to your organization’s specific engagement of volunteers.)  

1 



The National Occupational Standard, named for Managers but can be adapted to other 
organizational structures or the overall responsibilities maybe split between more than 
one employee -  but it provides the basic tasks, responsibilities and knowledge required 
within an organization to engage volunteers.    
 
The value of having this for our occupation was identified by the HR Council for the 
Nonprofit Sector and the professional organization that supports our profession, 
Canadian Administrators of Volunteer Resources. (If you aren‘t a member this could be 
a good opportunity to ask for support and why it is important)  
 
The document has a great deal of credibility as the tasks and knowledge were identified 
by professionals working in the occupation, which was lead and developed by a Firm 
contracted with  employees specializing in this work.   
 
The individuals involved were from all sectors and from varying levels of responsibility, 
therefore the level of detail is very comprehensive.  This is the type of standard that has 
been developed for trades people, and other professional occupations.  
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I am often asked what I do in my position, this National Occupational Standard lays it 
out in detail. 
I am happy that I can review and audit the work that I do and how my position supports 
the organization to have the highest quality volunteer program possible. 
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I have completed a mini audit around these nine areas of responsibility and would like 
to share the results with you and suggest areas that could be enhanced and how we 
could work together to do that.  
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Do a mini audit of each point within the 9 areas and identify work that you aren’t doing 
and identify work that you are doing that isn’t in the NOS.   
 
Be prepared to make recommendations that will move you to where you should be. 
Identify supports you require such as moving work to another more appropriate area or 
at minimum letting them know how it isn’t helping you to do your work and plant the 
seed for future discussions. Then identify tasks that you aren’t able to do ie: recruitment 
that would provide value to the volunteer program and ultimately assist the 
organization in their mission.   
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Insert your recommendations with a plan and a timeline – start small with 2 or 3 
achievable items. 
Always link the benefit of change to the positive outcomes of having a strong program 
to support the organizations goals. 
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Review the items and then identify one area that you would like to develop or change 
that may not be in place at the time.  
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Recommend what you would like to work on in the coming year and ask for 
approval/support.  
 
Identify if there is someone in the organization that could assist you, ie: HR specialist to 
help develop a Job Description and performance appraisal tool that links.  
 
OR budget to support you to attend a workshop that you have identified a gap in your 
knowledge based on the responsibilities    
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Thank you to the attendee(s)  
Confirm next steps.  
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