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National Volunteer Week: How to Organize 
Volunteers  

Volunteers are often the heart of a nonprofit’s work, but without structure, even the 
most enthusiastic volunteers can feel underutilized or overwhelmed. Organizing 
volunteers effectively isn’t about rigid systems; it’s about clarity, support, and 
meaningful opportunities to serve. 

Whether you’re building a volunteer program from scratch or refining an existing one, 
these strategies can help you organize volunteers in a way that benefits both your 
mission and the people who support it. 

Start With Clear Goals  

Before recruiting or scheduling volunteers, define what you actually need help with. 

Ask: 

●​ What tasks can volunteers realistically and safely perform? 
●​ How do volunteers support our mission and programs? 
●​ What outcomes do we want volunteers to help achieve? 

Clear goals prevent confusion and ensure volunteer efforts align with real 
organizational needs. 

Define Volunteer Roles and Responsibilities  

One of the biggest challenges nonprofits face is role ambiguity. 

Well-defined roles should include: 



●​ A brief description of responsibilities 
●​ Expected time commitment  
●​ Required skills or training  
●​ Who the volunteer reports to 

When volunteers understand what’s expected, they’re more confident, effective, and 
likely to stay engaged. 

Create a Simple Recruitment and Onboarding Process 

A complicated process can discourage even motivated volunteers. 

Effective onboarding includes: 

●​ A clear application or sign-up process 
●​ Orientation to your mission, policies, and expectations  
●​ Basic training relevant to their role 

Even a short welcome session can make volunteers feel prepared and valued from 
day one. 

Use Tools to Stay Organized  

Managing volunteers can quickly become overwhelming. Consider using: 

●​ Volunteer management software or shared calendars  
●​ Centralized contact lists  
●​ Standard forms for waivers, availability, and feedback 

Simple systems help you track hours, communicate efficiently, and avoid 
last-minute scheduling issues. 

Communicate Consistently and Clearly  

Strong communication is essential to successful volunteer coordination. 

Best practices include: 

●​ Confirming schedules and responsibilities in advance 



●​ Sharing updates, reminders, and changes promptly  
●​ Providing a clear point of contact for questions 

When volunteers feel informed, they feel respected. 

Support and Supervise Volunteers Thoughtfully  

Volunteers still need to succeed. 

Make sure volunteers have: 

●​ Access to supervision and support 
●​ Opportunities to ask questions  
●​ Feedback on their performance  

Supportive supervision helps maintain quality and reinforces a positive volunteer 
experience. 

Recognize and Appreciate Volunteer Contributions 

Recognition doesn’t have to be expensive to be meaningful. 

Ways to show appreciation include: 

●​ Personalized thank-you messages 
●​ Public acknowledgement of contributions  
●​ Sharing the impact of volunteers’ work 

Feeling appreciated is one of the strongest drivers of volunteer retention. 

Evaluate and Improve Your Volunteer Program  

Regular evaluation helps your program grow stronger over time. 

Gather feedback on: 

●​ Volunteer satisfaction 
●​ Role clarity and workload 
●​ Training and communication effectiveness 



Use this information to make adjustments that improve both volunteer experience 
and organizational impact.  

Sustaining Strong Volunteer Engagement 

Organizing volunteers effectively is an ongoing process. With clear goals, thoughtful 
communication, and consistent support, nonprofits can build volunteer programs 
that are sustainable, impactful, and rewarding for everyone involved. 
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