RUTGERS, THE STATE UNIVERSITY OF NEW JERSEY

School of Social Work

CERTIFICATE PROGRAM IN
VOLUNTEER MANAGEMENT

This Certificate Program was created to further the profes-
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sionalization of volunteer administrators, directors and man-

agers. The workshop offerings are designed to enhance the 2ePProd
knowledge and skills of practitioners who work with volun- %’g % % g g ;‘5
teers and/or manage volunteer programs. ; § § g %E.n ?B
A Certificate of Completion will be awarded upon completion grsts % g Lty an oS
of 12 days of workshops. To enroll in the program, you need ; : é ‘EE % g
to fill out an application and pay a fee of $ 20.00. Workshops ) é %g CERTIFIC ATE
are open to participants not enrolled in the Certificate Pro- ;5
gram. For further information, please call 732-445-3173. § PRO GRAM IN
VOLUNTEER
MANAGEMENT
Workshop sessions run from 9:30 a.m. and 3:30
p.m. There is a one-hour break for lunch. All par-
ticipants who attend the total number of hours for
each workshop will receive Cont. Educ. Hours Continuing Education and
for social workers. Contin. Educ. Hours for teach- Professional Development
ers are also available (#1965). For workshop Program
dates and fees, please ask for our Fall or Spring
catalog by calling 732-445-3173.

THE STATE UNIVERSITY OF NEW JERSEY

RUTGERS




PROGRAM COORDINATOR
Ada Saperstein, M.S.

(732) 445-3178 x 152
awasap@reci.rutgers.edu

STAFF
e Richard L. Edwards, Ph.D., Dean

e Robert Nolan, M.A., Associate Dean for
Administration and Finance

e Antoinette Farmer, Ph.D., Associate Dean for
Academic Affairs

» Ada Saperstein, M.D., Acting Associate Director,
Continuing Education and Professional Development

e Susan Castafo, Program Coordinator

» Jane Harkey, Program Coordinator

» Julissa Vizcaino, Program Coordinator
» Sheila Kidd, Head Clerk

» Carolyn Linn, Head Clerk

* Monica Affinito, Secretary

» Sally Miller, Secretary

e Sabrina DeCoo, Secretary

e Pam Simone, Secretary

School of Social Work

Continuing Education and Professiona Development Program
Building 4161, Livingston Campus

100 Joyce Kilmer Avenue

Piscataway, NJ 08854-8045
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REQUIRED WORKSHOPS (10 Days Total)

Volunteer Management Workshops

1.Basic Elements and Skills Necessary for
Effective Volunteer Management

TWO SESSIONS 10 C.E.H.

e Design meaningful roles for volunteers

e Develop strategies for recruiting volunteers

e Acquire skills in interviewing, screening
and training of volunteers

e Develop techniques for managing, recognizing
and evaluating volunteers

2.Communicating with Volunteers

ONE SESSION 5 C.E.H.

e Be more aware of communication as a
process between people

e Develop an awareness of the aspirations,
values and motives of the volunteers

e Acquire skills in effective communication
techniques

3.Volunteer-Staff Relations

ONE SESSION 5 C.E.H.

e Explore the roots of possible conflicts betwen
volunteers and paid staff

e Develop strategies for promoting teamwork

e Design staff education programs

Human Services Workshops

Students in the Volunteer Management Certificate Program
are required to take 6 days in the Human Services Manage-
ment Certificate Program. Recommended workshops are:

1. Strategic Planning Skills (2 days) 10 C.E.H.
2. Program Evaluation Methods (2 days) 10 C.E.H.

3. Budgeting Skills for Human Services Agencies (2 days)
10 C.E.H.

4. Managing Public Relations and Marketing (2 days)
10 C.E.H.

For other choices, please call 732-445-3178 to request the
Human Services Management Certificate brochure.

ELECTIVE WORKSHOPS

Students in the Volunteer Management Certificate Program
are required to select two electives. They may include work-
shops in Gerontology, Working with Children or People
with Developmental Disabilities, or any other workshops
that are relevant to the student. Check the Fall and Spring
workshop catalogs for an elective specific for Volunteer
Management.

CORE INSTRUCTORS
o FElaine Sterling, B.A.

e Betty Woehr, B.S.

e C(Claire Jones, B.S.




