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[bookmark: _Toc270413610]About goodcompany

goodcompany is a not-for-profit social enterprise working to create an Australia where every professional volunteers their skills to organisations that strengthen our communities.

goodcompany offers a free service matching the pro bono skills of professionals with the needs of community groups. Since we were founded in 2001, more than 2000 volunteer project outcomes have been achieved, worth over $12 million to the community. Each dollar that goes through goodcompany's innovative model generates $8 worth of pro bono services to the community sector.

Operating in Melbourne, Sydney and Perth, goodcompany has 9,000 registered volunteers and works with over 900 community organisations. goodcompany also provides skilled volunteering services to its corporate clients.

goodcompany was started to make use of the large pool of highly skilled professionals who are interested in ‘giving something back’ to the community, but don't have the time or connections to find the right project. goodcompany has become a trusted partner for many community organisations that recognise pro bono services save them money, build their capacity and help them better achieve their objectives.


[bookmark: _Toc270413611]What does goodcompany do?
goodcompany utilises web, email and face-to-face interactions to successfully match professional skills with community needs. 

· Online matching: groups can submit one-off volunteer projects to our website. Volunteers can search and apply for them. Everyone can track, monitor, and report on the project activity.
· Events: groups can network with volunteers and secure their help. Events help raise awareness and educate groups and volunteers about the opportunities and challenges of skilled volunteering.
· Community Group training: groups find out how to get the most out of goodcompany and our service. 
· E- Newsletter: receive updates on volunteer opportunities, event invitations, articles and goodnews stories.

[bookmark: _Toc270413614]Who are our volunteers?

Most people ‘give something back’ by giving money. But our volunteers have chosen to give something much more valuable – their skills and expertise.

They have registered on our website because they want to make a positive contribution to the community.  

A typical goodcompany volunteer: 
· Is an individual - they are not sponsored by their employer – in fact, many of the volunteers are self employed
· Works full time or self employed
· Expects timely and open communication
· Is a professional
· Looking for a volunteer project that matches their skills
· Is time poor and looking for a one-off volunteer project
· Is not screened by goodcompany or required to pay a membership fee


We have a small, but growing, number of volunteers who access selected goodcompany volunteer projects through their employer’s intranet.  These are volunteers who work for our Corporate Engage partners, and who are actively encouraged to volunteer.  

A typical Engage program volunteer:
1. Is encouraged by their employer to volunteer, and has the option of getting paid volunteer leave approved during work hours (and hence may be more willing to participate in projects during business hours)
1. Works full time, part time or is a contractor with our Engage partner
1. Has no experience with skilled volunteering and is cautious about long term commitments and large projects
1. Is a professional
1. Looking for a volunteer project that matches their skills
1. Is interested in projects that use their skills but these may not necessarily be skills they use at work e.g. photography, events management, design 
1. Is time poor and looking for a one-off volunteer project
1. Has little understanding of NFPs and the differences between working in a corporate and NFPs


 (
Click here for Community Group resources
) (
‘Help’ 
contains link to this reference manual
)
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3
 recent 
volunteer 
projects
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Login here
) (
Forgot your password - click here
)
 (
Find your 
volunteer 
projects
 or read other groups 
volunteer 
projects
)
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)
goodcompany offers you: 

Once your organisation is registered with goodcompany you:

· Have the opportunity to reach and inspire over 9000 potential volunteers
· Will be listed on our website as one of 900 groups (with a link to your website)
· Can submit volunteer projects on our website at any time!
· Will receive a monthly e-newsletter
· The opportunity to participate in events and programs run by goodcompany

In return, we ask that you:

1. Let us know what happens with your volunteer projects – fill in an online report or send us an email.  Your feedback helps us to gauge our effectiveness and share this with our supporters, which is critical to our survival.
1. Keep your contact and organisation’s details current – this is how we keep in touch with you, how the volunteers contact you, and what is published on our website
1. Ask for help if you need it – we want you to get the most out of our services to benefit the community.  We will do what we can to assist you! 

[bookmark: _Toc270413618]Login to www.goodcompany.com.au > 
	My Account


My volunteer project account features
 (
Submit your 
volunteer project
) (
Edit 
your details
) (
Edit 
your details
)

The ‘My Account’ section provides complete control over your goodcompany volunteering and allows you to:

· Submit a new volunteer project - post your volunteer project for a skilled volunteer
· Edit my details -  update your username, password and account information 
· Edit group details - to ensure your organisation profile and contact information is up-to-date (this information comes from your original application – the group description is published on our website and should be checked for errors)
· Add new user – give a colleague access to your organisation’s volunteer project account so that they too may receive communication and submit volunteer projects.
· View all your goodcompany volunteer projects 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]		Action required: Respond to volunteer enquiry
		Open
		Volunteer projects in Progress
		Volunteer projects requiring Assistance
		Reporting
		Closed
		Expired
· Update the status of any volunteer project (i.e. complete a report, ask for assistance)

 (
TIP 1: 
Username:
 What you created when you first registered or you can use your email address
TIP 2: 
Password:
 If you have forgotten your password, go to 
www.goodcompany.com.au/user/forgotpassword
 
(there is a link on the website under the login details
)
)
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Specific professional skills or pro bono services that may be required on a short-term or project basis (ongoing services such as board members or mentors are also possible).  
Ask your colleagues as you may not be aware of what your organization needs – let them know that you can source skilled volunteers through goodcompany.
Identify the professional service needs of your organisation. There are probably a wide range of things you would like to do – but are unable to either because you do not have the skills or the money to pay for such skills.
	
Skill Category
	
Examples of Types of Volunteer projects


	Accounting/Finance
	Accounting: Help or training with accounts/book-keeping, budgets, forecasting, review of income and expenditure.
Finance: Asset management, loans, tax issues, investments etc
Business management: Drafting a business plan, assessing the feasibility of projects/campaign (including fundraising), strategic or program analysis/evaluation, project management or risk management assessments
 (
TIP
 1: Auditing 
volunteer projects
 are rarely fulfilled – law states that you must pay 
a small fee 
for an audit
TIP
 2: We have a large number of volunteers with accounting and business skills looking for projects
)





	Design/Production
	Graphic design:  Design and layout of your brochure, poster letterhead, business card, newsletter or signage. 
Production: Photographer to take photos at your next event, for your annual report or for an exhibition, someone to produce or edit a short promotional DVD.  
 (
TIP
: Graphic design is a very popular and successful 
volunteer project
)	



	Event Management
	Events: Help with the planning, direction, execution and running of your next event or someone to join your events committee. 
 (
TIP
: Managing an entire event is a huge task for a volunteer. Think about breaking down the event into smaller projects or set up a committee of volunteers.
)





	Fundraising/Goods
	Fundraising: Drafting a fundraising strategy or developing new ideas/models or for someone to join your committee.
Goods: Companies often have second hand equipment (IT or furniture) so take a look around your office and spot the gaps!

 (
TIP
 1: We do not
 post 
volunteer projects
 for unskilled tasks such as selling fundraising goods/tickets etc
TIP
 2: You can’t ask the volunteers for money/donations
)




	General/Admin
	Admin: Assistance with office management, filing, database help, compiling reports etc
General: Someone to conduct research, update or review current process and procedures 
 (
TIP
: Most volunteers work full time so you are less likely to find someone to help out for 1-2 days a week.
)




	Human Resources / Human Services
	HR: Advice on current HR processes and policies, development of staff training programs, advice managing people and staff engagement
Training: Your organisation may benefit from skill development programs, management training, workplace and safety, public speaking or presentation training, development of a volunteer induction program and training
Health sector: Assistance or advice from someone in the health service like a physiotherapist, counsellor, social worker?
 (
TIP
: We only have a small number of registered volunteers in the health sector. Post your 
volunteer project
 way ahead of time for your best chance of finding someone
)




	
	

	Legal/governance
	Legal: Advice on your constitution, employee contracts, insurance, property law, liabilities, tax status
Governance: Board review or meeting facilitation
 (
TIP
: We have lots registered lawyers willing to provide legal advice
)

  


	Marketing
	Marketing: Assistance with campaign management, marketing plans and strategies, research, target markets, advertising, promotion etc


	Media/PR/Comms
	Communications/PR: Develop a communications strategy, writing funding grants, copywriting for campaigns and newsletters, key message development, drafting press releases
Media: Advice with media handling, publicity, developing media contacts and interviewing techniques


	Strategy/Mentoring /Board
	Strategy: Develop a long term vision, identify strategic issues and opportunities, formulate organisational strategy, get a facilitator for your planning day, a mentor, request help from high-level business experts relating to management issues such as company structure, scoping business challenges/opportunities, identifying key relationships /alliances.  
Board/committee members: Fill a skills gap on your board or committee.  
Mentor: Find a business mentor, a personal/professional mentor or a mentor to be involved in your mentor programs.


	Web/IT

	Web: Redesign your website or developing a new one
IT support: Advice on IT systems or computers, developing a new database, connectivity, help with online forms/donations or interactive elements, IT support with email issues, file sharing, hosting, programming etc
IT training: Training on software like Word, Excel, Access, PowerPoint or Photoshop.


	Other
	If the categories above don’t cover your volunteer project ask for it here!
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When can I Submit a Volunteer project?

	Any time!
	
· If you have time to manage the project and the volunteer then there’s no limit to the number of volunteer projects – just be aware of how much time is required in managing skilled volunteers. 

·  (
My 
Volunteer project
 Account > Submit new 
volunteer project
)Not all volunteers check the website regularly, so submit your volunteer projects early (2-3 months in advance) and give your organization the best chance of finding a volunteer




[bookmark: _Toc270413621]
How do I Submit a New Volunteer project

Click ‘Submit New Volunteer project’ and complete an online form. The information that you provide the volunteer will determine whether or not they will apply for the volunteer project and the quality of the match with the volunteer (skills, time, and commitment).

Volunteer project Title:  Keep the title catchy but informative and fewer than 70 characters for maximum impact

Volunteer project Description: Aim to inform and inspire the volunteer! Focus on three points: 
1. 1-2 sentences on what your organization does
2. 2 or more sentences describing the volunteer work similar to if you were briefing a contractor or advertising for a paid position.  If there is specific criteria that must be met then make it clear e.g. Must attend meetings on a particular day, event will be held on a particular date etc.
3. 1-2 sentences on the impact the volunteers work will have on your organization and its target
	
Skill Category: Choose one of the 12 categories (as listed in the table above).  The volunteer project may fall in more than one category.  If you want to you can create another volunteer project under a different category.

Level of expertise required:
Choose from:   	Student/graduate
	Rookie (1-2 years)
	Practitioner (3-7 years)
				Expert (>7 years)	
Remember that the volunteers are modest and may not refer to themselves as ‘Experts’ despite years of experience. 
 (
TIP 
If you require the volunteer to have a specific qualification 
for example to
 
be a Chartered Accountant
, please specific in the 
volunteer project
 description. 
)





Estimated Time Required: This should be the total time (not per week).  This will help a potential volunteer determine if they have the time available to commit to your project. 

 (
TIP 
“
Set
 
plenty of slack into your project timeline, sometimes volunteers have lives that get in the way of volunteering”
 
Ben Jackson, 
previous 
EO, 
Lupus
 Association of NSW
)





Location: You can choose a region or via phone/email.  

Size (individual, team, large group): Most of our volunteers are individuals, however if you feel that your project would be suitable for a team or small group you can indicate this here.  Please note that there is no suggestion that the volunteer will be able to provide you with a team/group of people by applying for this project!
Timeframe (if applicable) – please provide a date and a time frame as our volunteer projects do not automatically expire.

 (
TIP:
 You don’t have to be limited by the drop down options, feel free to provide more detail in the 
Volunteer project
 Description.  
E.g.
 Location:
 We are located in Western Sydney and would like our first meeting to take place at our centre.  Once the project has been scoped, the majority of the task can be completed by phone/email.
 
)









Please check for spelling errors before you submit the volunteer project – you are publishing to a public website as a representative of your organisation.  Our system doesn’t have a grammar/spell check and we don’t have the resources to correct the spelling mistakes!

Reposting a volunteer project – There is no re-post volunteer project function on our website. 

To repost an old volunteer project or post more than one copy of the same volunteer project simply copy and paste the details into a document.  Click on ‘Submit New Volunteer project’ and paste the details into the new volunteer project form.  This is an opportunity to alter some small details to increase the potential to reach a suitable volunteer.

[bookmark: _Toc270413622]
goodcompany Publishes Volunteer projects to Site

What happens once I submit my volunteer project?

When you click on ‘Submit’, your volunteer project is sent to goodcompany where it is:
· Approved (published to website) or 
· Rejected (if it is unclear, unskilled, overly vague, unrealistic, contains multiple mistakes etc).

We aim to have your volunteer projects published within 48 hours of receiving them. Once we do you will be alerted via email. 

· We may edit your volunteer project prior to publishing – change the skill category or remove your contact details from the volunteer project description
· We may contact you requesting further information (such as more details, clarification on the project).  Once we have received this information, we will publish it to the website.

How volunteer projects will be displayed on site



The volunteer project will appear in your ‘My Account’ as Open

Anyone who comes to the goodcompany website – www.goodcompany.com.au – will be able to search our volunteer projects by state and skill category in order to find your volunteer project.  

They will be able to view all the detailed volunteer project information as well as the profile of your community organisation (which you can edit in ‘My Account’)

Only those who have registered with us will be able to ‘Apply for this Volunteer project’. 

Once a volunteer project is applied for it is reserved and hidden on the website – only one volunteer application per volunteer project.

You will receive an automatic email notifying you that a volunteer has applied for your volunteer project. 
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What do I do once I receive the email with a volunteer project response?

Read their application: Click on the link in the email or login to My Account and read their application. 

 (
Do not progress volunteer
) (
Progress volunteer
)
As you can see, the application includes their
Name
Organisation
Postcode
Organisation
Level of Expertise
Primary/Secondary skill
Areas of Social Interest
PLUS: A message from the volunteer outlining why they applied for the volunteer project.
NB: You will not yet be able to see the volunteer’s contact details until you click progress volunteer

How do I get in touch with the volunteer?
	
· To view the volunteer’s contact details, you must click ‘Progress Volunteer’ > Refresh screen > scroll down to see volunteer contact details. (The volunteer will receive an email with a link to your information too). 
	
· Once you click ‘Progress Volunteer’ their application disappears. If you would like to keep it just copy and paste the text into another document.

 (
TIP
: Your 
volunteer project
 is taken off the website once a volunteer applies for it so this is an incentive to respond
 to the volunteer project application ASAP. 
)



· Once you have clicked ‘progress volunteer’ you won’t be able to ‘repost’ the volunteer project (you can cut and paste the description and submit a new volunteer project).

· It is very important you respond ASAP to the volunteers’ application because it is an important part of their volunteer’s experience. If you do not respond within 7 days, you will be sent an automatic reminder email.

· We encourage both the volunteer and the community group to contact each other. The sooner you set up a meeting, the greater your chance is of a successful volunteer project outcome. 
 (
TIP 1:
 
When you first contact the volunteer, ask for their CV, folio or examples of their work.
TIP 2: 
goodcompany does
n’
t screen the volunteers
 so put them through your own screening process e.g. police checks, interview etc
)








What happens if I click ‘DO NOT PROGRESS VOLUNTEER’?

· If you are not happy with their application, if you have already filled the position or if you think it is not a good match then please click on the ‘DO NOT PROGRESS’ button.  The volunteer will receive an automatic email explaining that the volunteer project match is not quite right (see appendix))

· If you feel there is not enough information, contact us
	mail@goodcompany.com.au for advice and we may be able to give you some 	information on the volunteer to assist you with your decision.

· If you do not progress the application, the volunteer project is republished to our website 
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Meet with the volunteer Arrange a time to talk via telephone or meet in person. 

Share your organization
· What do you do? 
· Who do you help?  
· How will they make a difference? Introduce them to staff, volunteers and clients (if appropriate).  
· Volunteers are keen to make a difference and will often become more engaged when they ‘see’ your organisation in action. 

Find out about the volunteer
· Their skills, experience and community interests  
· Does their available time match that of your project?
· Find out more about the volunteer's expectations and what they want to get out of their experience. Try to meet these expectations and incorporate in your project design.

Request more information
· Police checks
· CVs
· folios/examples of their work

Agree on project requirements
· Project scope
· Objectives & expectations
· Deliverables
· The process 
· Timeline/deadlines of the project
· Level of support, training, resources and assistance you can provide

Provide them with
· Appropriate induction and training related to the volunteer’s project
· Appropriate feedback – sensitively, constructively and promptly
· Encouragement and acknowledgement

Communicate
· Regularly 
· Inform of your availability during the project (do you work part time?)
· Let them know as soon as possible if there are changes to the project
· With us at goodcompany if you queries, problems or hiccups
· (login > click on volunteer project > click on Request assistance from goodcompany)
· Share milestones with them
	
Acknowledgement
· Invite the volunteer to events
· Send them a thank you letter or certificate
· Appreciate that he/she is doing this in their own time
· Make them feel an important part of the organization

[bookmark: _Toc270413625]
Volunteer project Completion & Reporting


Reporting is critical to our funding and survival.  

goodcompany needs to demonstrate to our supporters our effectiveness. Imagine doing work in your organization and not being able to measure the impact!

It only takes 2-5 minutes!

Login > ‘My Account’ > Select the relevant volunteer project > ‘Volunteer project Reporting and Resolution’

When do I need to report?

You can report on a volunteer project for any of the following reasons:

Volunteer project has been completely fulfilled
Volunteer project has been partially fulfilled (and is closed)
Volunteer project is underway and requires ongoing work
Volunteer project did not reach satisfactory outcome
Other

You are expected to report on a volunteer project even if it never got underway or wasn’t successfully completed. Reports for unsuccessful volunteer projects are just as valuable to us as successful ones  

 (
Tip: Completing a 
volunteer project
 report is 
the 
only way to close off your 
volunteer project
)



Make sure you provide all the volunteer project details in your report as we use this information for supporter reports, communications and our website. 

 (
Tip: 
We are always looking for stories for our website, so if you want us to write a story about your volunteer, complete a report and follow it up with an email to mail@goodcompany.com.au
)
[bookmark: _Toc270413626]
Appendix
[bookmark: _Toc270413627]Appendix A. Managing the Volunteer Experience

Your responsibilities to the volunteer

Please consider each of the following points when managing the volunteer experience:
· Project information: Background information, clear project scope with boundaries, Key Performance Indicators (KPI's), expectations, deadlines, resources available, potential pitfalls, how the job will be evaluated, reporting back to goodcompany.
· Communication of your organisations’ mission, culture, values
· Demonstrate that the task/activity contributes to your organisation’s purpose and benefits the community.
· Infrastructure: allocation of adequate equipment, desks, computers, etc?
· Introduction to and provision of, contact details for key people in project.
· Suitable training/induction including relevant reporting, emergency procedures, grievance resolution, potential discrimination & abuse, building layout, and any other relevant policies.  You should take care to prepare volunteers for their duties and for any physical or psychological stresses that may be involved.
· OH&S and working conditions: suitable hours, accommodated around work commitments.
· Do your current policies and procedures adequately cover volunteers? If not, what do you need to change?
· To provide adequate supervision, if required.

Other considerations
Have you informed relevant staff internally of this volunteer and have their support?
Do you want publicity for the work that volunteers do? Do you have the support of your stakeholders and are they prepared for this? (Includes board, suppliers, consultants, etc), have you informed the volunteer?
Who will cover any costs associated with the project (inc. travel)?
Is any additional insurance required to cover public liability and professional indemnity? Who will pay for it? 

Risk Management: Things to consider:
(a)  Insurance 
You need to be aware of the organisation’s insurance status with regard to volunteers. You want to be able to protect the organisation in the event of claims by voluntary workers injured while undertaking their voluntary work.  You need to be able to answer the following questions:
· Does the organisation have insurance to cover the work volunteers do?
· Does the organisation have public liability insurance that would cover volunteers in the event of an accident?
(b) Privacy - Are there any privacy issues over and above the usual requirements?
(c) Confidentiality - Do you require volunteers to sign a confidentiality document?

Other Resources
· www.volunteeringaustralia.org - wide range of material including rights and responsibilities of volunteers
· www.ourcommunity.com.au - “Managing Volunteers” fact sheets

References/Publications
· National standards - for involving volunteers in not for profit organizations, Volunteering Australia Inc. 2nd Edition, 2001
· National standards – implementation guide for not for profit organizations involving volunteers, Volunteering Australia Inc. 1st Edition, 2001
· “Introduction to Community and Event Volunteering” Participant workbook, developed for the Melbourne 2006 Commonwealth Games. Office of Commonwealth Games Co-ordination, written by Swinburne University
· “Volunteers, workers compensation and OHS” Feature Story, CCH Australia Limited, 22 June 2005.
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Design/Production

Volunteer project title: Help this animal protection organisation re-design our brochure!
Voiceless is a not-for-profit Australian organisation established in May 2004 by father and daughter team, Brian and Ondine Sherman. To build and fortify the animal protection movement, Voiceless: 
• gives grants to key projects which create the groundswell for social change; 
• cultivates the animal law community through the provision of leadership, educational opportunities and resources; and 
• raises awareness of animal protection issues within the education system in order to strengthen democratic skills, promote critical thinking and encourage advocacy amongst students.

The aim of this project is to overhaul our most widely used brochure. This brochure provides a snapshot overview of Voiceless's work, as well as all relevant contact details. It is an important document for introducing people to Voiceless, as it is often the first material they look at. 

The brochure has not been updated since Voiceless was founded, and it needs a minor overhaul in terms of content, while still remaining true to our overall branding. This project has been on the backburner for several months due to budget considerations, and we would love to have it progress with a volunteer graphic designer.

Web/IT

Volunteer project title: Design an E-card for National Refugee Week:June14-20!
This year Refugee Week will be celebrated from Sunday 14-20 June 2009. The Refugee Council of Australia seeks assistance in creating an E-card to promote Refugee Week nationally.

THE TASK
The task involves designing an E-card, using the Refugee Week poster design, and setting it up on our website for people to send to their contacts with a message about Refugee Week. The purpose of the e-card is to spread the word about Refugee Week to our networks and the wider public, and for people to show their support. 

THE PERSON
The person will be a creative and experienced with knowledge of Dreamweaver and time to help us out.

Event Management

Volunteer project title: Event Manager – Green Connections Family Day Volunteer
Organisation: People & Parks Foundation
Program: Green Connections 

Contact with nature, whether through active involvement or passive contemplation, has immediate and long-term positive effects on our mental, spiritual, social and physical health and well-being.

The People & Parks Foundation is developing our Green Connections program to encompass a Family volunteering day. The day will be designed to encourage families to spend time in nature and to install in children the enjoyment of being in a park setting. 

We require a volunteer to help us develop this concept and create a series of Family Volunteering days. There is much scope for autonomy in this for someone who has a background in this area or who is keen to be involved in the Event Management cycle from start to finish. The Event Manager will work closely with the Program Coordinator to create the program.

Tasks could include:
• Research of comparable events
• Sourcing suitable locations
• Creating program literature
• Program development 
• Sourcing other community groups / participants to be involved
• Writing communication literature 
• Market research

A personal interest in the natural environment would be beneficial. 
Time commitment: ½ day per week (9am-1pm or 1pm-4pm) or 1 day per fortnight M-F. 
This position is also suitable for virtual volunteering from home and can then be undertaken at any time. This role is ongoing. 

General/Admin

Volunteer project title: Feel Blue Touch Green – Program Assistant
The Feel Blue Touch Green program offers practical help for those who need it most. 

The People & Parks Foundation is investigating developing its Feel Blue Touch Green program. We require a volunteer to undertake research and program development activities to investigate options in this area. This is a start up program and the volunteer will work with the Program Coordinator to gather knowledge and develop the program

Tasks could include:
• Sourcing of data of similar projects in Australia and overseas via online research
• Creating a database of suitable partnering organisations in Australia
• Exploring research on the possible program benefits
• Creating program literature

We are particularly interested in hearing from someone who has involvement or a strong interest in the CALD community. 

Time commitment: ½ day per week (9am-1pm or 1pm-4pm) or 1 day per fortnight M-F. This position is also suitable for virtual volunteering from home and can then be undertaken at any time. This role is ongoing. 

Accounting/Finance

Volunteer project title: National Disability Advocacy Organisation Needs an Accountant’s Help
Brain Injury Australia is looking to engage a goodcompany volunteer with accounting expertise (CPA/Chartered Accountant) to help us get our records in shape before they are audited, and to set a good foundation for next year’s accounts. 

BIA is the national peak advocacy organization representing the needs and interests of people with an Acquired Brain Injury (ABI), their families and carers. ABI refers to the multiple disabilities arising from any damage to the brain that occurs after birth. 

The objective of this engagement is to ensure that our accounts meet the standards expected of a charitable non-profit organisation, and that we produce an accurate and timely annual financial report.

The deliverables are:
• Recommendations for improvements to our book keeping practice
• A reliable and accurate QuickBooks data file
• A draft annual financial report

Key milestones are the completion of verification of our QuickBooks file by the end of July 2009, and completion of the draft financial report in mid-August 2009.

We are located in Auburn, NSW, with good access and parking available. Part of the work could be done offsite.

An accountancy qualification is essential (preferably CPA or equivalent). Familiarity with QuickBooks and accounting in small/non-profit organisations would be useful.

Fundraising/Goods

Volunteer project title: Grants Guru Required!
Quaker Service Australia (known as QSA) is a small international development agency with an office based in Sydney. Our purpose is to express in a practical way the concern of Australian Quakers for building a more peaceful, just, equitable and compassionate world.

This role is a consultancy role, suitable for a person with experience in submitting successful grant applications on behalf of non-profit organizations. 

The successful applicant will provide advice and support to the Project Officer in finding suitable foundations, trusts or other grant-making bodies to which we might apply, and offering advice on, writing or editing written applications. It is expected that this project will be undertaken via a couple of face to face meetings, telephone contact and the consultant working from home. 

The objectives of the role are to assist Quaker Service Australia to successfully attain a single grant of $5,000 for a community education initiative, and also to build the capacity of the organization to submit successful grant applications in the future. 

Outcomes are: Successful application of a grant for $5,000 and increased confidence within the organization of making successful grant applications

Other:

Volunteer project: A picture says a thousand words
The MS Society supports and promotes physical activity groups for people living with MS in the community, as the benefits are immediate and significant.

We are seeking an experienced photographer to take photos of people with MS, participating in current physical activity groups, including strength training, aqua, Tai Chi and yoga. The photos will be used to promote programs for people with MS via our brochures, magazines and websites. 

Media/PR/Communications

Volunteer project title: Publicist needed for Australian media
Our mission is to give as many Tanzanian children a quality free education as possible. We currently have 1200 students spread across 2 schools in Tanzania. The name of the school is The School of St Jude. The website of the school is www.schoolofstjude.co.tz.

We provide a free education thanks to the child sponsorship program setup within the school where each child is sponsored by a westerner. The running cost of the two schools is around three million dollars a year. There are over 350 staff employed at the school. The head office of the project is at the school itself however the school has internet which enables admin staff to correspond with sponsors and donors more effectively. 

The role:
The founder of The School of St Jude, Gemma Sisia, will be coming back to Australia for the month of May. She will be organising speaking engagements in all the cities of Australia but needs help in organising media interviews through the radio and TV. The role of the volunteer will be to help insert media appointments in between all the already semi organized speaking engagements. The volunteer will be responsible to Gemma and will communicate regularly through email.

What are the specific objectives of the role?
To help organise radio, TV and newspaper interviews in all cities/towns on the already semi organized speaking schedule.

The school is happy to pay for any expenses incurred-phone, internet, fax. All communication with the founder of the school will be through email as the founder will be based in Tanzania till she arrives into Australia at the start of May.

[bookmark: _Toc270413630]Appendix D. goodstories

Ten volunteers matched with Taskforce Community Agency, supporting people with chronic addiction, the unemployed and the homeless, including:

Tender writer donated $10,000 worth of time and skills =
 $3 million dollars in government funding =
help for 600 homeless kids in Melbourne

 “I’ve been amazed by how many young executives with a social conscience want to give something to the community ...without goodcompany we could not have afforded to purchase these services”. 
Karenza Louis-Smith, CEO



Six volunteers matched with Alpha Autism, supporting the needs of adults with Autism by developing their skills and facilitating social opportunities, including:

Writer/director created a $10,000 commercial =
 Network Seven and Ten donated $250,000 worth of airtime =
$54,000 funds raised for adults with Autism

 ‘We were treated more professionally and we didn’t have to pay a cent'.
Wojciech Nadachowski, National Campaign Manager



Twenty volunteers matched with Can Assist, a cancer support network for rural and regional patients and their families including:

Graphic designer did $6,500 work for high impact report =
15% increase in donations =
15 additional cancer patients supported in Sydney accommodation.

“goodcompany is an absolute lifeline. They gave us great people who added enormously to our work, and all for free – it’s like having an HR agency that finds you great staff but you never pay!”  
Kate vanderVoort, Can Assist Development Manager

For more goodstories, please visit: http://www.goodcompany.com.au/Good-Stories
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Appendix E. Useful tips from Community Groups

Sometimes it helps to hear it from experienced Community Groups - here are some helpful tips on working with skilled volunteers.

“I have found it important to check out how serious is the volunteer about taking on a role that is integral to the health and future of the organisation. Some aspiring volunteers decided not to start their relationship with us, following a robust initial conversation! “ 
· Andrew Flint, Carbon Community

“Have an open friendly relationship and give the professionals the opportunity to develop the project their way.” 
· Chris Reed, Kevin Heinz Garden Centre

“Understand each volunteer’s deeper motivation for helping out. Then catch up at least every 3 months to see how they are going and where their expectations are. Quite often a volunteer who is finding their role stale or monotonous can be moved into something else within your organisation. It’s just a case of turning your to-do list into their opportunities.” 
· Tom Lothian, depressioNet

“Be clear about the outcomes you are seeking from the project and be prepared to provide all the support and any other resources that are needed to enable the volunteer to do their job.”  
· Lilian Camenzuli, Stretch-A-Family


· “Develop a tight brief to a strict working framework, timelines and requirements. 
· Explain what your organisation’s mandate is and what difference their contribution is making. 
· Agree best communication styles and feedback mechanisms. 
· Acknowledge and reward upon job completion (letter of thanks, etc)”. 

· Sasha Molodstov, Evolve at Typo Station

“Think creatively about using volunteers to perform tasks that will save employing someone. Provide concise briefs and explain how the project will help your organisation. Involve skilled volunteers in strategic discussions” 
· Marcus Godinho, Chief Executive Officer, One Umbrella 

“Let them know how refreshing it is to have the benefits of their skills and knowledge. Invite them along to your organization’s events, even the AGM. We always acknowledge volunteers in our quarterly newsletter” 
· Kerry Potter, Executive Officer, Disability Justice Advocacy (DJA) 

“Make it very clear what you would like the volunteer to do but be sensitive to their needs, desires and skills. It’s also important to give prompt feedback on work done and to demonstrate appreciation” 
· Natalie Savin, Chief Executive Officer, Arthritis Victoria 

“Acknowledge their views, skills, and commitment. Make time to have some fun too” 
· Mark Trevaskis, Executive Officer, Best Buddies Australia 

“Be relaxed. Set plenty of slack into your project timeline. Volunteers do have lives that can get in the way of their work for you. They will also gain a lot more by meeting some of the people they are helping” 
· Ben Jackson, previous Executive Officer, The Lupus Association of NSW 

“Appreciate that they are donating their time and expertise, acknowledge their input regularly, really consider any ideas they contribute, and encourage them to share their skills and expertise”. 
· Sue Kozij, Treasurer, Australian Pituitary Foundation 
[bookmark: _Toc270413632]Appendix F. Other Information

Volunteering Australia www.govolunteer.com.au

Victoria’s Volunteering Portal http://www.volunteer.vic.gov.au/

PILCH http://www.pilch.org.au

Pro Bono Australia www.probonoaustralia.com.au

Social Venture Australia www.sva.com.au

Leadership Victoria www.leadershipvictoria.org

Infoxchange www.infoxchange.net.au

Victorian Council of Social Service (VCOSS) www.vcoss.org.au

Council of Social Service of NSW www.ncoss.org.au

Ourcommunity www.ourcommunity.com.au.
[bookmark: _Toc270413633]Appendix F. goodcompany Governance & Contact Information

goodcompany 
Ash Rosshandler
CEO
03 9686 6100, ash@karmacurrency.com.au


Vanessa Veldman
Program Manager (Melbourne) P/T
03 9603 3533, vanessa@goodcompany.com.au, mail@goodcompany.com.au


National Board
Denis J O’Hara, Leeora D. Black, Ph.D. and Nick Cummins

Melbourne Committee
Katie Yates (Chair), Tina Paterson, Penny Fairbank, Mark Gill, Pooja Pira and Jan Bayley
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