
SOP: Volunteer/Staff Recruitment and Role
Assignment
This SOP details the process for volunteer and staff recruitment and role assignment, including recruitment
strategies, candidate screening and selection, role definition and assignment, onboarding procedures, and ongoing
role evaluation. The goal is to ensure the recruitment of qualified individuals and the effective allocation of roles to
maximize team productivity and organizational success.

1. Purpose

To outline a standardized process for recruiting and assigning volunteers and staff to appropriate roles within the
organization.

2. Scope

This SOP applies to all departments and teams engaging in the recruitment and assignment of volunteers and staff.

3. Responsibilities

HR/Volunteer Coordinator: Oversees recruitment and assignment process, maintains records.
Supervisors/Managers: Define roles, participate in interviews, and monitor performance.
All Staff: Participate as required in onboarding and mentoring.

4. Recruitment Strategies

Post opportunities on organizational website and volunteer/job boards.
Promote through social media, newsletters, local community centers, and partner organizations.
Engage with educational institutions for internships or service learning projects.
Attend local events and recruitment fairs.

5. Candidate Screening and Selection

1. Collect and review applications/resumes.
2. Shortlist candidates based on qualifications and organizational needs.
3. Conduct initial phone or video screenings.
4. Arrange interviews with relevant staff or teams.
5. Check references and perform background checks (where necessary).
6. Select candidates and send offer/confirmation letters.

6. Role Definition and Assignment

1. Identify and document needed roles and responsibilities.
2. Prepare clear role descriptions with key duties, skills required, time commitments, and reporting lines.
3. Discuss available roles with selected candidates, considering preferences and skills.
4. Assign appropriate roles and communicate expectations.
5. Issue role-specific documentation and work plans as needed.



7. Onboarding Procedures

1. Welcome and introduce new volunteers/staff to the team.
2. Provide orientation, organizational overview, and relevant policies/procedures.
3. Ensure completion of required paperwork, confidentiality agreements, and training modules.
4. Assign a mentor or supervisor for guidance and support during the initial period.

8. Ongoing Role Evaluation

1. Regularly review performance and role effectiveness with supervisors/mentors.
2. Offer feedback, training, or reassignment as needed.
3. Encourage volunteers/staff to provide feedback on their experiences.
4. Document evaluations and decisions for organizational records.

9. Documentation and Records

Maintain records of recruitment, selection, assignments, and performance evaluations.
Safeguard personal and sensitive information according to privacy policies.

10. Review & Updates

This SOP should be reviewed annually or as required to ensure continued relevance and compliance with
organizational policies and legal requirements.
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