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VOLUNTEER.GOV/GOV TOOL KIT

Chapter

Introduction » Search

e Graphics and charts
olunteer.Gov/Gov is a Web-based,

electronic tool for government ad- . .
Volunteer.Gov/Gov is designed for govern-

ministered volunteer programs. Vol-
ment volunteer programs that have been es-

unteer opportunities can be posted, edited, . . .
tablished with Congressional approval and

deleted or archived quickly and easily. Volun- ) ) )
that provide tort claims protection and work-

teers can search, select and apply for oppor- , . L
ers’ compensation coverage for participants.

tunities online. Their applications are stored
Volunteer.Gov/Gov does not supercede any

in a secure, online database and made avail- . . )
policies or procedures previously established

able to authorized volunteers.
by agency volunteer programs. Use of the

Volunteer.gov/gov contains the applicant
gov/9 PP site is not mandatory and should be carefully

following modules:
g considered by each agency to determine

e Homepage: Overall introduction to .
overall benefit.

Volunteer.gov

Search pages: Containing search cri-
* pag g Purpose of This Publication

teria such as interest areas and geo- ) o o
This publication is intended for Federal and

graphic location o
state employee administrators of volunteer
e Opportunity pages: Summarizing ac-
programs who have a need to use volun-

tual volunteer positions .
teer.gov/gov to post and coordinate volunteer
e Application page: To apply for a vol- " . L .
opportunities. This publication explains legal

unteer opportunit
BR y and administrative requirements of using Vol-

Also, Volunteer coordinators/administrators
unteer.gov/gov. It also offers step-by-step

have several modules available to them. ] . . )
instructions in using volunteer.gov/gov con-

These will be discussed in more detail in this ] . .
sistent with the system’s design and record
document:

e Add record

e Delete record

keeping mandates.

e View record

Volunteer.Gov/Gov Tool Kit | Version 1.0 | Prepared by eSpherical.com | Page 1



VOLUNTEER.GOV/GOV TOOL KIT

Privacy and Record Keeping
Applicant Information Security

The privacy of our volunteers is of utmost im-
portance. Volunteer.Gov/Gov has been de-
signed to provide the highest level of informa-
tion integrity and security. Built-in safe-
guards protect online information against un-
authorized access, whether in storage, proc-
essing or transit. These protections guard
against denial of service to authorized users
or provision of service to unauthorized users.
Measures are built in to detect, document,
and counter such threats.

Volunteer.Gov/Gov operates under protocols
for privacy and record keeping consistent with
requirements at the Federal and State of New
York levels. Notice of this system of records
was published in the Federal Register and is
subject to the Privacy Act of 1974 (5 U.S. C.
522a).

The security plan is available upon request by
writing to the Volunteer.Gov/Gov Webmaster

using the comment form.

Record Keeping Procedures

All sensitive applicant information
downloaded or printed to hard copy format is
strictly confidential and must be kept in a
locked file cabinet accessible only by author-
ized personnel. All paper documents and in-
formal notations containing sensitive appli-
cant data must be shredded prior to disposal.
Paper and electronic records will be main-
tained and disposed in accordance with the
records disposition authority approved by the
National Archives and Records Administration.
Records are considered confidential and must
be kept in a locked file cabinet accessible only
by authorized personnel. All paper docu-
ments and informal notations containing sen-
sitive applicant data must be shredded prior
to disposal. Paper and electronic records will
be maintained and disposed in accordance
with the records disposition authority ap-
proved by the National Archives and Records

Administration.
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Accessibility
Authorized Users

olunteer.Gov is designed to allow or-
ganizations to establish multiple lev-
els of user accessibility. Each organi-
zation determines its own hierarchy for con-

trolling overall use of the system.

Listed below are four levels of access for au-
thorized users who may add, update and de-
lete Volunteer.Gov opportunities/users either
throughout an entire organization or only a
specific portion. These levels are Administra-
tors, Bureau/Service Administrators, Adminis-

trative Users and Volunteer Coordinators.

Level 1: Administrators

Administrators have full authority to (1) add,
modify and delete opportunities in the data-
base; (2) access and review all applicant
data; and (3) control access and use of Vol-
unteer.Gov/Gov by their organization’s per-
sonnel. They can designate users at levels 2,
3, and 4 and they can view all applicants for

their organization.

Administrators are typically the volunteer

program managers with primary responsibil-

Chapter

ity, usually at a national level, for program
policy and information management, and for
ensuring the security of volunteer data. They
provide the framework for organizational con-
sistency in implementing program procedures
and disseminating information across the en-
tire organization. They are responsible for im-
plementing volunteer data requirements,
standards, access rules, and data-related
training. They define the organization’s vol-
unteer-related business values, standards
and services. They are the experts for the
volunteer program and serve as the repre-
sentative on the national Volunteer.Gov/Gov

Team.

Level 2: Bureau/Service Administrators

Bureau/Service Administrators have the au-
thority to (1) add, modify and delete existing
opportunities in the database; (2) access and
review all applicant data; and (3) control ac-
cess and use of Volunteer.Gov/Gov by their
organization’s personnel. They can designate
users at Levels 3 and 4 and they can view all

applicants for their Bureau.

Bureau/Service Administrators are generally
responsible for overall coordination, data en-

try, and documentation of volunteer data in
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support of the volunteer program. In an or-
ganization’s volunteer management hierar-
chy, they are a level below the national pro-
gram manager, often operating at the state
or regional level. They provide information
management leadership, and custodianship of
state or regional volunteer data. They imple-
ment data security policy at the state/regional

level,

Bureau/Service Administrators will promote
Volunteer.Gov/Gov to the organization’s pro-
fessionals who use volunteers’ assistance.
They work with state or regional staff to pro-
vide information and guidance in support of

Volunteer.Gov/Gov.

Level 3: Administrative Users

Administrative Users have authority to add or
modify—but not delete—opportunities in the
Volunteer.Gov/Gov database. They typically
review applications and respond to applicants.
They can add, update and remove Level 4
users and they can see applicants for their

organization.

Administrative Users are typically at a level
below Bureau/Service Administrators, serving
as sub-state, regional, or district level volun-
teer program specialists with authority to post
volunteer opportunities and process applica-
tions. They are responsible for security of
volunteer data and operation of the volunteer

program in their organizational area.

Level 4: Volunteer Coordinators

Volunteer Coordinators can add to and modify
existing opportunities on Volunteer.Gov/Gov
and they may review applications for their

opportunities only.

Volunteer Coordinators typically serve at the
area or office level and are responsible for
volunteer program delivery and volunteer
data handling and security. They work with
resource staff to identify volunteer opportuni-
ties, gather information for volunteer position
descriptions and provide secure record keep-
ing for hard copies of applications downloaded

from Volunteer.Gov/Gov.

User Identification and Password

Volunteer.Gov/Gov is password protected. All
users must have a registered user name and
password to enter the system. No one will
receive a password without approval from the
organization’s appropriate, administrative

user (see above).

Volunteer.Gov/Gov Tool Kit | Version 1.0 | Prepared by eSpherical.com | Page 4
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Chapter

Volunteer Data Gathering trieved and prospective volunteers will be no-

tified when positions become available that

he Volunteer.Gov online application
PP match their skills, location, or other selected

form is based on the data elements criteria. This improvement requires approval

found on the Volunteer Application for
Natural Resources Agencies (OMB No. 0596-
0080, Expires 2/31/04 -- Optional Form 301
(Revised 4/2001) USDA-USDI). Veterans
Affairs has digitized its application for Volun-
tary Service (VA Form 10-7055) OMB Num-
ber 2900-0090, and it is now similar to Op-

tional Form 301.

from the Office of Management and Budget.

Keyword Search
To expand the limited search elements of Op-

tional Form 301, a keyword search is avail-
able from the Home page and on the oppor-
tunity pages. This feature allows volunteers
to locate additional service areas that meet
their interests. The feature searches all text,
including opportunity titles and descriptions.
The online capability will be improved by add-
ing more topics by name when Optional Form

301 is due for revision in February 2004.

Profiling Feature
Volunteer.Gov/Gov will eventually provide a

profiling feature to allow applicant information
to be gathered and stored for future opportu-

nities. Applications will be automatically re-

Volunteer.Gov/Gov Tool Kit | Version 1.0 | Prepared by eSpherical.com | Page 5
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Volunteer Position Descrip-
tions

olunteer position descriptions are the
key to successful recruitment, selec-
tion, placement, and retention of
volunteers. They are the backbone of the
Volunteer.Gov/Gov Web site and should be
carefully written to give a clear picture of the

position and what is expected of a volunteer.

Volunteers are not considered government
employees, so the description should not look
like an employee job description. It is impor-
tant to write the position description as just
that--a position, not an actual job. The posi-
tion description becomes part of the volunteer
service agreement as an understanding be-
tween the volunteer and the organization
about the work to be accomplished. It also
serves a more critical purpose in establishing
the relevant salary level of the work should a
volunteer ever become injured and eligible for

workers’ compensation benefits.

Data Elements for Position Descrip-
tions

Position descriptions should be developed for
each volunteer position before recruitment
takes place, and they should be fully dis-
cussed with prospective volunteers prior to
acceptance of the position. In addition, they

are useful for planning orientation, training,

Chapter

action plans, progress reviews and evalua-

tions.

The following categories are useful in creating
a clear, comprehensive position description.
Not all categories are necessary or appropri-
ate in every case. Nonetheless, it is impor-
tant to convey sufficient information to avoid
misunderstandings or unmet expectations
after a volunteer is onboard.

Title

The proper name of the position being de-

scribed.

Program
The organizational area responsible for the

position, its mission and the relationship of
the mission to the volunteer position.

Purpose of Position
A statement of the organization’s need for

the position, the reason for the existence of
the position and the results or outcome de-
sired.

Responsibilities

The duties a volunteer is expected to per-
form. Be as specific as possible. The list of
duties will serve as a guide for ongoing ac-

tions plans and progress reviews.

Qualifications

Volunteer.Gov/Gov Tool Kit | Version 1.0 | Prepared by eSpherical.com | Page 6
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The skills, experience, and aptitudes re-
quired for the position. Qualifications
should be very clear so potential volunteers
will know whether they are qualified for the
position.

Eligibility

Include age restrictions (e.g., “volunteers
must be age 18 or older”), physical de-
mands, as well as other restrictions, if ap-
plicable, such as citizenship, visa require-
ments, police clearances, etc.

Length of Service
The length of time a volunteer is expected

to serve in the position.

Time Required
The minimum or appropriate number of

hours the volunteer is expected to serve
weekly or monthly.

Training Required/Provided
The specific orientations or training re-

quired, including any training that the pro-
spective volunteer will be provided or that
is a precondition to being selected for the

position.

Travel Required
Specific travel requirements, if applicable.

Supervisor
The position title of the person to whom the

volunteer will report.

Scope of Authority
Identification of any volunteer positions

that report directly to the position and/or
the geographic area for which the position
is responsible.

Working Relationships

Clarification of the relationship a volunteer
has to other volunteers and staff, the posi-
tion titles of persons and the names of

groups with which the volunteer will work.

Progress Review
The position title of the person who will re-

view work progress with the volunteer, how
often progress is reviewed and in what
manner.

Available Resources
A list of resources the volunteer may ex-

pect. Resources may include, but are not
limited to, supplies, equipment, staff sup-

port, and reimbursement of expenses.

In addition to the above categories, the fol-
lowing information should be included to pro-
vide full understanding of the nature of the
position:

Working Conditions
Describe the work setting. If the position

involves hazardous conditions, strenuous
work, extreme temperatures, altitude, etc.
it is important to note and discuss them
with volunteers. If your unit has volunteers
with disabilities, listing special equipment
and other accommodations could be invalu-
able in creating satisfactory placements.

Conditions of Enrollment
Is reliable transportation necessary? Does

the agency/service reimburse transporta-
tion and parking costs? Is a uniform re-
quired, and if so, is it provided? Are any
tools necessary? Are meals provided or

paid for? Are there any other considera-
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tions that the volunteer should know
about? Are there any agency specific regu-
lations? Advise prospective volunteers
about any security or police clearances,

drug testing, or other requirements that

may be needed as a condition of enroll-
ment. Some agencies pay for medical test-
ing and conduct criminal and security back-
ground checks, dependent upon the health

or security risks involved.

Volunteer.Gov/Gov Tool Kit | Version 1.0 | Prepared by eSpherical.com | Page 8
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Administrative Functions

o ensure the privacy of data on Vol-
unteer.Gov, administrative access to
the web portal requires a userid and
logon. This logon is through a secure layer
(128 bit SSL) and your web browser should

show the small Lock Icon when you log on.

User Logon
For registered Volunteer.Gov/Gov partners,

you can login to the Volunteer.Gov/Gov ad-
ministrative web portal by clicking the Partner
Access link on the home page in the bottom
left corner. This link will take you to the Login
Page (Figure 1). Once you enter the proper
username and password, you will be authen-
ticated; click the PROCEED button to continue
your authentication process. At any time once
you are logged in, you can return to the main
Administration page by clicking the Admini-
stration Page link at the bottom of each web
page. This link will only be visible once you

have successfully logged in.

The Volunteer.Gov/Gov administrative portal
uses session cookies to manage your admin-
istrative session. Your web browser must
have its cookies enabled to use this system.
Most web browsers have the cookies enabled
automatically. If you need help with this func-
tion, please see your web browser help.

Cookies used in the Volunteer.Gov/Gov ad-

Chapter

ministrative portal are Session Cookies only
and last only as long as your session is active.
The Session Cookies are NOT written to your

hard drive.

Depending on your user access level, there
are up to nine administrative functions that
you may perform from the main administra-
tion page (Figure 2). To return to this main
Administration Page at any time, simply click
on the Administration Page link at the bottom
of each page. If you are already logged in,
you will be returned to the Main Administra-
tion Page. This Main Administration page also
includes a real-time bar graph of existing op-
portunities in Volunteer.Gov/Gov. You may
click on any of the bars to get information on
the agency opportunities included

in  Voluteer.Gov/Gov. The Administrative

functions available are listed below:

Adding a New Opportunity
Online opportunities are based on position

descriptions (Figure 3). Details should give
the key elements of a position and present a
clear picture of what to expect. The opportu-
nity title should be intuitive to the pubic if at
all possible. To add a new opportunity, logon

to the administration page and click the Add

Volunteer.Gov/Gov Tool Kit | Version 1.0 | Prepared by eSpherical.com | Page 9
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New Opportunity icon g(Figure 4). Follow-
ing is an explanation of the information re-
quired for new opportunities:

Opportunity Name
Enter the Title/Name of the Volunteer Oppor-

tunity here. This is the position or facility
name in some cases. Example: Eastman Lake
or Yosemite National Park Volunteer Park
Ranger (required)

Street Address
Enter the street address of the volunteer op-

portunity. If there is no street address, enter
n/a. (required)

City
Enter the city where the Volunteer Opportu-

nity is located. This is important because
some users may search by city name for op-
portunities. If your opportunity is not located
in a city or town, then put in the closest town
or city that would help identify the general
area of your opportunity. (Required)

County
Enter the county or township where the Vol-

unteer Opportunity is located. This is optional,
but some users may search by county or
township name for opportunities. (Optional)

State
From the drop-down list, select the state

where the volunteer opportunity is located.
This is important because users may search

by state for opportunities. (Required)

Zip Code
Enter the zip code where the volunteer oppor-

tunity is located. This is important because

users may search by zip code for opportuni-

ties. If you do not know the zip code for the
opportunity location, then please enter the
nearest zip code that would help users locate

the opportunity (required)

Description
Include responsibilities; qualifications; eligibil-

ity criteria; time requirements; training pro-
vided; travel required; scope of authority;
available resources provided; working condi-
tions and any other enrollment conditions
that may apply. Try to provide a description
that the general public will understand and
which is descriptive of the needs and re-
quirements of your opportunity. The more
descriptive you are the better chances of an
appropriate volunteer match for your oppor-
tunity. There is no limit to the size of this de-
scription and if you are experienced in HTML,
you can include links and some general for-
matting here. If you do include some general
formatting, please do NOT use any special
characters (®, ©, §, ¥, ™, etc.) and do NOT
use any single (") or double (") quote marks if
possible. (Required)

Agency/Organization
Your organization should appear automati-

cally in the drop down list. If it does not,
please select the Agency this opportunity is
for.

Activities
From the group of check boxes, check the

activities that best match your volunteer op-
portunity. You must check at least one check

box. You may check as many activities as ap-
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ply to your opportunity. This is very important
because users may search for opportunities
based on the activities (interests). Also, this
gives you, the volunteer coordinator, a way to
filter volunteer applications so that you are
receiving applications from users that match
your activities. (Required)

Contact Information
The contact person is responsible for re-

sponding to applicants. This person may or
may not be the actual volunteer supervisor.
Enter the name of the contact person for this
volunteer opportunity. (Required)

Contact Phone
Enter the telephone number of the contact

person for this volunteer opportunity. In most
cases, this will probably be the volunteer co-
ordinator. The telephone you enter here will
be the telephone number that receives calls
for this position/opportunity. If there is no
telephone number, enter n/a. (required)

Contact Email
Enter the email address of the contact person

for this volunteer opportunity. In most cases,
this will probably be the volunteer coordina-
tor. The email address you enter here will be
the address that receives online volunteer
applications for this position/opportunity.
NOTE: this email address is critical. This ad-
dress is where notification of online applica-
tions will be sent. (Required)

Start Date
Enter the date when the opportunity starts

here. You can enter the date in any format,

but the mm/dd/yyyy format is preferred. By

default, today’s date will appear in this form
field. (Required)

End Date

Enter the date when the opportunity ends
here. You can enter the date in any format,
but the mm/dd/yyyy format is preferred.
NOTE: after the end date has passed, your
opportunity will no longer be visible to users
on the Volunteer.Gov/Gov portal. Your oppor-
tunity will always be in the database, but it
will not be visible or searchable after the End

Date except to administrators. (Required)

Opportunity/Location Photo
If your opportunity or facility or location (such

as a park or recreation area) has a photo, you
can enter the photo here to include as a link
on your volunteer opportunity. This form field
has a BROWSE button which will allow you to
browse your computer to locate the photo
you want to use. Once you have selected the
photo you want to use, it will be uploaded
automatically to the Volunteer.Gov/Gov por-
tal. (Optional)

Opportunity/Location Web Site
If your opportunity or facility or location (such

as a park or recreation area) has a web site,
you can enter the link here. This link will be
included as a link on your volunteer opportu-
nity. The link should be entered as the full
URL. Example:

http://www.recreation.gov/detail.cfm?ID=88

Review/Submit Your Opportunity
Once you have entered the required data in

the Add a New Opportunity form, click the
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REVIEW button to view your opportunity. This
will show you how your opportunity will look
on the Volunteer.Gov/Gov portal. If you need
to revise your opportunity, click the REVISE
button to correct any information. If your op-
portunity is correct, click the SUBMIT button
and your opportunity is complete and now
online.

Modifying an Opportunity

Once a volunteer opportunity is loaded into
the system, users can modify/edit their op-
portunities at any time. This allows the great-
est flexibility in the event email addresses,
telephone numbers, or any other changes in
the opportunity occur. To modify an opportu-

nity, logon to the administration page and

click the Modify Opportunities icon. @ This
will provide you with a listing of your oppor-
tunities. Click on the opportunity you wish to
modify. The Modify Opportunity screen looks
almost identical to the Add New Opportunity
screen except that all your existing volunteer
opportunity information is pre-filled for you
(Figure 5). You may change any piece of in-
formation by selecting it and then typing in
your new information. Once you are finished
making the edits/changes, click the submit

button to save.

One additional function that is available on
the Modify Opportunity screen is the ability to
temporarily Enable or Disable (Archive) an

opportunity. This button is checked Enable by

default. The purpose of this button is to allow
you to temporarily turn off or turn on an op-
portunity without changing any other infor-
mation. For example, suppose you have re-
ceived enough volunteer applications for a
given opportunity. You know you will want
more applications in the future, but for now,
you don't want to receive any more. To turn
off the opportunity for the time being, simply
log on and select the Modify Opportunity op-
tion and click the Disable button at the bot-
tom of the page. This will temporarily turn off
your opportunity. When you want to start re-
ceiving applications again, simply follow the

above procedure and click the Enable button.

Deleting an Opportunity
To delete an existing volunteer opportunity,

logon to the Administrative page and click the

Delete Opportunity icon. g This will show a
list of your opportunities. Select the opportu-
nity you wish to delete and click the Delete
Button. WARNING: There is no undo for the
Delete Opportunity function. Once your op-
portunity is deleted, it is completely removed

and there is NO way to retrieve it again.

Adding a New User
Administrative users with appropriate access

can add other Volunteer Coordinators and

administrative users. To add a new user,

logon and click the Add New User icon. 8
Selecting this icon will take you to a new
screen where you enter the new users con-

tact details (Figure 6). Once you have added
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the new user, that user account is now avail-
able. You will need to provide the user with

their userid and password.

Update an Existing User
Administrative users with appropriate access

can modify/update user details at any time.
To modify/update an existing user, logon to

the administration page and click the Update

User icon. ‘F‘ This will take you to a new
page where you can select the user you want
to modify/update. Click on the user you wish
to modify/update and that user’s details will
be pre-filled in the Update User screen. You
may edit any of the form fields. Once com-
pleted, click the Update button. The user de-
tails are now updated. NOTE: if you change
the user’'s password, you will need to notify
them of the changes. Often administrators
will use this function to reset a user’s pass-

word.

Deleting Users
Administrative users with appropriate access

can delete a user at any time. To delete a

user, logon to the administration page and

dick the Delete User icon. 5% WARNING:
Once you delete a user, all user details are
gone. There is no undo for this action and a

deleted user account cannot be retrieved.

Review Postings

The Volunteer.Gov web portal includes sev-
eral files and contact information relative to
volunteer coordinators, administrators, pro-

gram managers and others. This information

is periodically posted on the web site and is
available to any registered user. To access

these postings, logon to the administration

page and click the Review Postings icon. j
You may click any posting to review or

download it.

Review Comments
The Volunteer.Gov web application provides

for online feedback/comments from web site
visitors and users. Registered users may re-
view these comments at any time. To review
User Comments, logon to the administration

page and click the Review Comments icon.

ﬂ@s Comments are arranged in chronologi-
cal order with the most recent comments at
the top of the page. The comments include
the date, time, user IP address, and user
comments. Where a user requests a re-
sponse, the users email is also included. At
the end of January, 2003, a Customer Rela-
tionship Management (CRM) module will be
installed to provide effective/rapid response
to user comments. When the CRM module is
installed, an instruction addendum to this

document will be provided.

Review Applicants
One of the primary purposes of the Volun-

teer.Gov web portal is to put volunteer coor-
dinators in contact with volunteers. The Re-
view Applicants function achieves this pur-
pose. Volunteer applications that are com-

pleted online are stored for review by volun-
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teer coordinators. Each time an application is
received; volunteer coordinators receive an
email notice that a new volunteer application
has been received for their position. To ac-
cess online volunteer applications, logon to

the administration page and click the Review

Applicants icon. \j A listing of volunteers
for your position and/or agency position is
presented. Click on the desired applicant to
review the application details (Figure 7). You
may wish to print the application for your re-
cords. NOTE: at the end of January 2003,
when you receive email notification of a new
application, you can logon and go directly to
that specific application and a “print” version
of the application will be available for fast

printing.

Once you review an application, your review
date is “stamped” in the volunteer applicant

listing for your records.

View Statistics
The Volunteer.Gov web portal includes a visi-

tor statistics module which registered users
can view. This statistics module includes page
views for the Volunteer.Gov “detail.cfm” page
only. This is the actually page where volun-
teer opportunities are presented. To access
the statistics module, logon to the administra-

tion page and click the View Statistics icon.

Im This will take you to the main statistics

page which shows today’s statistics for your

agency (Figure 8). The details include the
visitor IP address, the referring page (if avail-
able) and the date and time of the visit. From
this page, you can view other dates by click-
ing on your desired date in the calendar at
the top of the page. You can also view statis-
tics for any other Volunteer.Gov partner by
clicking on the partner link at the top of the
page. In addition, you can see daily aggre-

gate statistics (Figure 9) by clicking on the

Show Graph icon. Please note that the
Show Graph page will take a while to load
since it is accessing a large pool of data.
User Logout

Once you are finished using the Volun-
teer.Gov administrative web application, it is
important for you to use the LOGOUT link at
the bottom of each page. This is for your se-
curity and the web application security and
will ensure that no one else uses your ac-

count.
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Chapter

Contacts and References

The following Volunteer.Gov program references are being provided for your quick access.

Volunteer.Gov/Gov Project Manager

DOUGLAS J. BLANKINSHIP

Volunteer.Gov/Gov Project Manager

Office of the Secretary

U.S. Department of the Interior

1849 C Street, N.W. MS-5260

Washington, D.C. 20240 (202) 208-7439, (202) 208-2619 (Fax)
douglas_j_blankinship@ios.doi.gov

Volunteer Program Managers

USDA-FS: DON HANSEN

Program Manager, Volunteers in the National Forests, (SYVP)

USDA - Forest Service, Room 1010 RPE

Washington, D.C. 20090-6090 (703) 605-4851, (703) 605-5115 fax
dhansen01@fs.fed.us (www.fs.fed.us)

NPS: JOY M. PIETSCHMANN

Service Wide Volunteer Program Coordinator, National Park Service
1201 “I” Street NW

Washington, D. C. 20240 (202) 513-7141
Joy_Pietschmann@nps.gov (www.nps.gov/volunteer)

NRCS: MICHELE EGINOIRE

National Volunteer Coordinator, Natural Resources Conservation Service
7515 NE Ankeny Road

Ankeny, IA 50021 (515) 289-0325, ext 29 (515) 289-1227 fax
eginoire@swcs.org (www.nrcs.usda.gov)

USACE: DEBRA J. STOKES

CPRP - Partnerships, U. S. Army Corps of Engineers

441 G Street NW

Washington, DC 20314 (202) 761-7769
debra.j.stokes@hqg02.usace.army.mil (www.usace.army.mil)
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FWS: TREVOR NEEDHAM

Trevor H. Needham

Community Partnerships, Friends and Volunteer Coordinator
National Wildlife Refuge System

U.S. Fish and Wildlife Service

4401 N. Fairfax Drive, Suite 635

Arlington, VA 22203

Tel: 703-358-2392

Fax: 703-358-1826
email: Trevor_Needham@fws.gov

USBR: MOLLY BUCKEY

Policy Analyst, Bureau of Reclamation - USDI

Room 7618, 1849 “C" Street, NW

Washington, D.C. 20240 (202) 513-0600, (202) 513-0301 fax
mbuckey@usbr.gov (www.usbr.gov)

USGS: SUSAN WELLS

Volunteer Program Manager, U.S. Geological Survey - USDOI
Room 7A407, Mail Stop: 119, 12201 Sunrise Valley Drive
Reston, VA 20192 (703) 648-7452, (703) 648-4466 fax
swells@usgs.gov (WWw.usgs.gov)

CSREES: CHUCK GRAVES

National Program Coordinator, Families, 4-H & Nutrition (F4AHN)
Cooperative State Research, Education and Extension Service (CSREES) - USDA
Mailing Address:

1400 Independence Avenue, SW

Stop 2225

Washington D.C. 20250-2225 (202) 720-3566, (202) 720-9366 fax
cgraves@reeusda.gov (www.reeusda.gov)

Surface Mail:

800 9th Street SW

Room 4403

Waterfront Center

Washington, D. C. 20024

BLM: MARY TISDALE

Group Manager, Environmental Education and Volunteers
Mail Address:

1849 “C" Street NW - LS 406

Washington, D.C. 20040

Surface Mail:

1620 L Street, NW

Washington, D.C. 20036 202-452-0365, 202-452-5199 (fax)
mary_tisdale@blm.gov

BLM: KEVIN FLYNN
Bureau of Land Management
U.S. Department of Interior
(202) 452-0363
Kevin_Flynn@blm.gov
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Volunteer.Gov Help Desk Coordinator

DOI: Angela K. Mathews

Management Analyst (E-Gov Initiatives)

Office of the Secretary

Office of Planning and Performance Management

U.S. Department of the Interior

1849 C St, N.W. MS-5258

Washington, DC 20240 (202) 208-5606, (202) 208-2619 (Fax)
Angela_Mathews@ios.doi.gov

Web Application Developer

Keith H. Stewart

eSpherical.com, Inc.

801 15th Street South, Suite 1606

Arlington, VA 22202 703.413.7153 (office) 703.231.3335 (cell/support) 801.340.6804 (fax)
webmaster@espherical.com (www.espherical.com)
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Figures

Figure 1 Login Screen

3} https: ) funaa, volunteer .oy oo flogind .cfm

VoLUNTEER.GOV/GOV

Building America's Communities of Service

Partner Login
Unauthorized Access is Prohibited!

Llsernarnel
Passward I

Subrnit I Clear I

If you've forgotten yvour Username or Password OR If you are not currently a member and would like to becaorne one, please click here.

| Home | About Wolunteer.Gov/Gow | Privacy | Accessibility | Cormment | Help |
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Figure 2 Administration Page

ADMINISTRATION PAGE

Welcome Angela!l
Administrative Functions

Review Poztings

Add Mew User

Delete User

Update Uszer

Add Mew Opportunitias
Maodify Spportunities
Celete Opporunities
Review Applicants

= Review Comrents

Wiew Statistics

VoLuNTEER.GOV/GOV

Building America’s Communities of Service

March 25,

YOLUMTEER.GOY¥/G0OY STATISTICS GRAPH
Opportunities

Total Active Opportunities: 1412

Crate: 037252003 Tirme: 01:22:02 PM

YOLUNTEER.GOVY /GOY STATISTICS GRAPH
Applicants

Total Applicants: 739

Crate: 03/25/2003 Tirme: 01:22:02 PM

199
53 =n
“ha P
_
KR USACE LISBR USGS ELM F5 FiWs MyWA USACE USBR LUSGS

| Horme | about Volunteer.Gov/Gov | Privacy | Accessibility | Comment | Administration Page | Logout | Help |
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Figure 3 Volunteer Opportunity Description

2} VOLUNTEER.GOV/GOY - Microsoft Internet Explorer

File Edit Wiew Favoribes Tools  Help

VoLUNTEER.GOV/GOV

Building America’s Communities of Service

CT-16: Wilderness Ranger, Caribou-Targhee NF Yolunteer

Opportunities

Teton Basin Ranger District
PO Box 777

Driggs, ID 33422

@ Description:
Wilderness Ranger: Ranger needed to patrol the Jedediah Smith

Wilderness located on the west slope of the Teton Range. Position -7-1e: wildarness Ranger, Caribou-Targhee NF
requires day hikes as well as 3-5 day solo backpack trips

throughout the 123,451-acre Wilderness, Emphasis will be an

ronitaring campsite conditions using digital camera, GPS unit,

topographic maps and data collection forms. Misitor contacts will

ermphasize educational messages about wilderness walues, camping

impacts and the reasons for wilderness regulations. Forest Service

will provide training, uniform, radio, basic backpacking eguipment,

a shared room in the seasonal bunkhouse in town, on-the-job

rmileage and subsistence, I postion

€/ Activities:
Back Country/wilderness
B, Contact Information:
Megan Lyons Bogle

208-354-235312
mbogle@fs fed.us

6.‘1? Available Dates:
= 05/01/2003----10/01/2003

@ Apply Online for this position:
CT-16: Wilderness Ranger, Caribou-Targhee MF application

ﬁ Back to Search

| Home | About Yolunteer.Gov/Goyw | Privacy | Accessibility | Comment | Help |
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Figure 4 New Volunteer Opportunity Screen

‘2 VOLUNTEER.GOVJIGOV - Microsoft Internet Explorer

File Edit Miew Favarites Tools  Help l?

Building America’s Communities of Service

Add New Yolunteer Opportunity
Tuesday 14 January 2003 11:15:AM (EST)

¥Yolunteer Opportunity Details Description
Cpportunity Marme

Street Address 1

Street Address 2

City

County

State Alabama w

Zip Code:

Agency fOrganization | Mational Park Service “

Activities

ol Archaeology [] Historical Preservation [] Timber/Fire Prevention OTHER.:

ol Botany [] pest/Disease Contral o Trail/Carmpground Maintenance [ science

ol Campground Host ol Minerals/Geology ] Tour Guide/Interpretation Back Country/Wilder
[ construction/Maintenance [ | Matural Resources Planning [] wisitar Infarmaion [General assistancs
ol Computers [] office/Clerical [ ] FishAwildlife

[ ] conservation Education o Range/Livestock

[ ] Research Library L] Sail/watershed

Contact Information

Contact Contact Contact

Mame: Fhone: Ermail:

Available Dates:

Start End

S 01/14/2003 Date: (rarn/dd/yy vy
Opportunity fLocation Photo:

v
< >
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Figure 5 Modify Opportunity Screen
This example is for a Wilderness Ranger position at Ashley National Forest.

3 VOLUNTEER.GOV/GOV - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help ;ﬂ’
¥Yolunteer Opportunity Details Description s
Opportunity Name | o 15, wilderness Ranger, As| <B=Wilderness Ranger</b>: These positions are available in &

— specific areas within the High Uintas wilderness, Yolunteers
Street Address 1 |Duchesne Ranger District will assist a wilderness Ranger in the operation and
ctast fdd 5 raintenance of the Wilderness, Mavy hike or ride the area to

RS A= B Box] provide the information needed by the using public, Collect

City T, data for Forest Service, do site cleanup and rehabilitation,

and remove evidence of man's past activities, Internships are

State UT encouraged, Forest Service can provide housing, equipment, %

Zip Code; 24021

Agency Forest Service W

Activities

ol archaeaology [] Histarical Preservation ] Timber/Fire Prevention %

o Botany [] Pest/Disease Contral o Trail/Carmpground Sl

ol Campground Host ol Minerals/Geaology Maintenance Bz Lol g e EEe

: : . . o .

|:| Construction/Maintenance D et BEsmrEse D Tour Guide/Interpretation General Assistance

[] B Planning [ ] wisitar Informaian

[ - L] office/Clerical L] Fish/wildlife

[ ] research Library Range/Livestock

[] =ail/watershed

Contact Information

ﬁ;g_j‘::ﬁ David Fraw Eﬁ;ﬁ‘:# 435-723-2482 El_'f'_l':'ati‘la.':t dfrew@fs.fed. us

Available Dates:

gt:t': 06/01/2002 E:Z—.?:e- 09/30/2002 (rnmn/dddy )

Existing

Irnage

narme:

Opportunity Image:

Opportunity URL:

{(*) Enable this opportunity () Disable this opportunity W
£ pJ
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Figure 6 Add New User Screen

‘2 VOLUNTEER.GOV/GOV - Microsoft Internet Explorer

Eile

VoLUNTEER.GOV/GOV

Building America's Communities of Service

ADD A NEW USER

Edit Yiew Favorites Tools Help

First marme:

Last name!

User Marme (IC)

User Password

User Access Level 1 | {1 = Administrator, 2 = Bureau Adrinistrator, 3 = &dmin User, 4 = Yolunteer Coordinator)
User Email address ;

User Phone Mumber

User Agency | MPS V

[ Add User ] [Clear]

| Home | About Yalunteer.Gov/Gay | Privacy | Accessibility | Comment | Administration Page | Logaut | Help |
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Figure 7 Applicant Details

2 VOLUNTEER.GOVIGOV - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools  Help

VOLUNTEER.GOV/GOV

Building America's Communities of Service

Geochemistry of Granitic Rocks Yolunteer Application
Application Submitted: 16 January 2003 01:59:09 AM

o Personal Information: '9 Interests:
First Name: Keith Listed below are the areais) of interest available for the Geochemistry of
Middle Mare: H Granitic Rocks volunteer positions, Please check the areals) that you wish

to volunteer for,

Lagkbialiss ol chiik Computers  Minerals/Geology

Age: 4l
Street Address 1: 801 15th Street South a skills fExperience:
Street Address 2: #1606 what qualifications/skills/experiencefeducation do you have that you waould
City: Arlington like to use in your volunteer work?
State: VA Supervision,Land Surveying,Cornputer Prograrmming,Map
Zip code: 22207 Reading,Drafting/Graphics,Driver's License Photography,First Aid
Phone: 703.231.3335 Certificate ,Public Speaking,Hand Power Tools,Research/Librarian

Ernail: webrnaster@espherical .cam

o Qualifications Description: e ¥Yolunteer Experience:

Based on the boxes checked in items 2 and 3 above, what Have vou wolunteered before? ves
particular type of volunteer wark would vou like to do?

(Please describe any specific qualifications, skills,

experience, or education that apply.

I did my graduate wark at the University of Pittsburagh in
Isotopic Geochemistry, My focus area was on interpreting My Experience: I have volunteered for the American Red

sutface water processes in the Southern hemisphere of Cross as a Swimming instructor and have volunteered as a
Mars (Hellis Basin). I was reviewing the geochemistry and  Food Bank Staff at the Wwhitman wallker clinic in Washington,
geormorphology of hydrothermal ore deposits, Dz,

a Supervision: Wwould vou like to supervise other volunteers? ves

a' Objectives: Wwhat are some of your objectives for waorking as a wolunteer? (optionall
I like the feeling of cantributing sarmething of value back to my cammounity, &nd I like the invalvement with scientists,

@ Physical Limitations: Please specify any physical limitations that may influence your volunteer work activities.
Mone

£ *
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f. ;% Administration Page
4 Show Statistics Graph

Q1 show Partners:BLM BOR NPS USACE NYWA F5 FWS USGs [16]17|18[19)20|21 |22

Records for 03/25/2003: 41 Yisits 30|21

Figure 8 Daily Partner Statistics

MARCH 2003
M|T|W|T|F

[

|

9 |10({11f12({13(14|15

23|24 [35] 26|27 | 28|29

PartnerVisitor HOST IP Visitor Refering Page/Site

MPS

MPS

MPE

MPS

MPS

MPS

MPS

MPE

MPS

MPS

MPS

MPS

MNPS

MPS

MPS

64.165.199.221

63,144 ,17.5

149.101.1.120

149.101.1.120

205.186.209.16

149.101.1.120

63,144 ,17.5

63.144.17 .5

149.101.1.120

149.101.1.120

658.165.53.148

12.107.140.173

171.65.61.141

149.101.1.121

http: Afwww volunteer.govi/gov/recSearch.cfm?rZip=241
http:/fwww usafreedomcorps.goy

http/fwww volunteer.gov/gov/uisearch ofm? states=ky
hitp:ffwww volunteer.gov/gov/uisearch . ofm?states=mi
http:/fvolunteer.gow/gow/uisearch .ofm?states=il

http: Afwww volunteer.gov/gov/uisearch.cfm?states=mi
http: v volunteer.gov/gov/uidetail . ofm?ID=482

http: Afwww usafreedomcorps.goy

hitp:/fwww volunteer.gov/gov/uisearch . ofm?states=ma
http:/fwww volunteer.gov/gov/uisearch .ofm?states=ma
http: Afwww usafreedomcorps.goy

http:/fwww volunteer.gov/gov/uisearch.ofm?states=az
http:/fwww . google.comy/search?hl=en&lr=a&ie=150-8559-1&q=point+reyes+zip+code

hitp:ffwww volunteer.gov/gov/uisearch, ofm?states=sd

199,165,141 149 http: Awww volunteer.gov/agoviuisearch,.ofm? states=sd

Figure 9 Partner Aggregate Statistics
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VOLUNTEER.GOV

ﬁ Adrninistration Page

El“l[ Detailed Statistics Page

Records for 03/25/2003: 132

Individual Partner Statistics Aggregate Statistics
Total Partner Page Wiews as of Date: 03/25/2003 Time: 01:40:51 PM 132 Aggregate Page Views:08/08/2002---03/25/2003
Partner Statistics Total Page Views: 08/08/2002---03/25/2003
% 5000 j
4500
3120 | 4000
] 3500
23.40 e 3000
I 2500
15.60 -
26 s . 2000
7.80 . i 1500
: E = £ % g ;
=
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