VOLUNTEER RECRUITMENT AND MOCK INTERVIEW SET UP
Volunteer Recruitment
· Use previous years invite for each school; make changes to dates and times in folders: ge/mock interviews/owosso/call for volunteers.  You will also find a volunteer schedule Excel spreadsheet in the school folder.
· Need to invite 3-6 weeks in advance; start via email list and attach volunteer invite.  Sharon Ganssley sets up the mock interview dates with the schools.

· If you do not get enough volunteers you may have to email a second request or make phone calls.

· To determine the number of volunteers you need to know how many students per hour need to be interviewed.  Try to schedule the interviewing to interview 3 students per class time. Plan on having 45-50 minutes per hour by the time the kids come in and you begin interviewing, unless they are on a block schedule which means class time is 90 minutes. (I use 3 kids per 60 minutes can be interviewed and 6 kids per 90 minutes as an average).
An Example:  40 students in a 55 minute time frame you would need approx 13 volunteers, divide 40 by 3 kids.   
 2nd Example: 40 students in a 90 minute time frame you would need approx 7 volunteers, divide 40 by 6 kids.
· When you have enough volunteers you need to check if they have a table tent and it shows their current employer.  They are in the blue expandable file in Renee’s cube.  I separate them by the hour(s) they are interviewing and paperclip them together.

· You need a sign in sheet for the volunteers to sign in, just take the first 4 columns of the schedule and add a line for them to sign in.  Or if there is time, flag the volunteers in FileMaker and print a sign in sheet so they can just be checked off and verify their contact information if correct.  Schools may want a copy of the sign in sheet to send thank you notes which could be given to them that day, or faxed over the next day.
· I print of the Excel volunteer schedule spreadsheet  as well as it has phone numbers in case volunteers do not show up and you and/or Sharon know who’s supposed to be there and at what time.
· Next I make sure we have “good looking” copies of the rating sheet and volunteer questions.  Make sure you have more rating sheets than students interviewing for the day.
· Put all copies, tables, tents, sign up sheets, volunteer schedule, pens, mints, extra applications in the “black box” and give it to Sharon.

· Put a request in the Chamber Newsletter and/or newspapers to recruit/thank volunteers.
Reminders:

· 2-4 days prior to the interview send an email reminder to the volunteers reminding them what school, what day, and what time they signed up for.  It may be helpful to include the school address and phone number in case they have to map quest it.  Also, state that if for some reason they cannot make it please send a replacement and to watch for inclement weather closings.
Day of the Event:

· Set out the sign-in sheet for the volunteers and place table tents on tables.  Try to make sure they have room for students to walk to the table and room to sit.
· Set up individual library table for each business volunteer. Make sure they have the Twenty-five Most Often Asked Questions, several Student Rating sheets, pens and mints. 
· Make sure to go over the mock interview process, especially with new volunteers.
· As students arrive, take their folder containing the resume and application over to a business volunteer that is seated in the Library. After the volunteer reviews the information, he/she will stand up and that is the student’s cue to approach and start the interview. 
· Collect the student folders and the rating sheets after each interview and return them to the teacher. Ganssley give the teachers the student eval forms.
· Take camera for pictures, store all in N:career prep\mock interviews\photos (label year and school).
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