Volunteer Supervisor’s Skills*

Rank yourself on the scale


Delegation                  	WEAK<_________________________________>STRONG

Planning			WEAK<_________________________________>STRONG

Coaching			WEAK<_________________________________>STRONG

Listening			WEAK<_________________________________>STRONG

Conflict Resolution		WEAK<_________________________________>STRONG

Recognition			WEAK<_________________________________>STRONG

Trainer/Teacher		WEAK<_________________________________>STRONG

Communications		WEAK<_________________________________>STRONG

Confrontation		WEAK<_________________________________>STRONG

Problem Solving		WEAK<_________________________________>STRONG

Climate Setting		WEAK<_________________________________>STRONG

Sharing Knowledge		WEAK<_________________________________>STRONG

Setting Boundaries		WEAK<_________________________________>STRONG

Applying Standards		WEAK<_________________________________>STRONG

Empowerment		WEAK<_________________________________>STRONG

Advocate			WEAK<_________________________________>STRONG

Motivator			WEAK<_________________________________>STRONG

Needs Assessor		WEAK<_________________________________>STRONG

Evaluation/Review		WEAK<_________________________________>STRONG

Time Management		WEAK<_________________________________>STRONG

Risk Management		WEAK<_________________________________>STRONG

Self Assessment

Listed below are statements that describe attitudes and actions of effective supervisors.  Please rate yourself accordingly:

4 = Always
3 = Frequently
2 = Occasionally
1 = Rarely or never

Be honest.  This assessment is for only you and will not be shared with others.

1. I have passion for the mission of my CASA/GALprogram.                          		____
2. I do not think of volunteers as less than staff.						____
3. I do not refer to our volunteers as “only volunteers”.					____
4. I understand that volunteers are not free and I must invest time and effort to
            training, supervision, recognition, evaluation, etc.					____
5. I reflect a caring attitude toward the volunteers I supervise.				____
6. I am accessible to the volunteers I supervise.						____
7. I am committed to being an effective supervisor.					____
8. The volunteers I supervise would describe me as approachable.			____
9. I give each volunteer feedback.							____
10. I systematically share important information with the volunteers.			____
11. My relationship with each volunteer is characterized by mutual trust, respect,
            and mutual recognition of competency and professionalism.				____
12. The volunteers I supervise would say that they know exactly what I expect 
	of them.										____
13. I am aware that no volunteer’s time should be wasted.				____
14. I maintain good communication with the CASA/GAL volunteers I supervise.	____
15. I help each volunteer understand the difference he/she is making.			____
16. I take the time to learn a few things of interest about each volunteer.		____
17. I take the time to talk to the volunteer about the things of interest to the volunteer.	____
18. I am a good listener.									____
19. The volunteers I supervise would describe me as trustworthy.			____
20. I notify the volunteers immediately of important changes or information.		____
21. I express my appreciation for each volunteer.					____
22. I participate in all volunteer recognition events of my CASA/GAL program.	____
23. I deal promptly and fairly with volunteer performance problems.			____
24. I evaluate and assess the performance and satisfaction of each volunteer yearly.	____
25. I conduct exit interviews when a volunteer leaves.					____
26. I ask the volunteers yearly for a formal evaluation of my performance.		____
27. I adapt my supervisory style to each volunteer’s needs.				____
28. I consistently enforce program policies and procedures.				____


Personal Qualities of a Good Supervisor

Which three qualities are the most important to you in people who supervise your work?  Circle your top THREE choices.


Trustworthy				Empowering				Supportive

Consistent				Articulate				Respectful

Models Good Behavior                   	Others: _________________________________


______________________________________________________________________________


From all the assessments above identify two skills/qualities you wish to improve and a brief plan of action to enhance these skills or qualities.


Skill					Plan
                            1.________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.________________________________________________________________________________________________________________________________________________________________________________________________________________________________________















Skills assessment adapted from:
	Lee, F., & Catagnus, J. (1999). Supervising Volunteers. Philadelphia, PA: Energize, Inc.
       Stallings, Betty (2007). Training Busy Staff to Work with Volunteers. Philadelphia, PA: Energize, Inc
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