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WILDLANDS RESTORATION




WRV Volunteer Role Description

Title:  Project Host (Optional Role)
Team or Committee Affiliation:  Marketing and Outreach
Description: The project host role has two main purposes; 
1. to greet volunteers at the check in table and help to say thanks and goodbye to volunteers at the end of the project.
2. to be the trail host of the project educating the public about the work that our volunteers are engaged in. 
For a given project the Project Host may only need to greet and/or say goodbye to volunteers but can extend the duties to also trail host if Project Leader deems useful.  The Project Leader will be responsible for choosing the Project Host and deciding if one is necessary/helpful on their project.

Objectives:

Greeter: To ease the task load of others on project teams during the beginning of a project by greeting and signing in volunteers. Project Leader and/or WSL still do official welcoming speech in the morning.
Education: Provide information on project and surrounding area to those interested. Also use this as an opportunity to put forward the expertise of our staff and volunteers. Talk to volunteers about how to get involved in other positions with WRV (i.e. Crew Leader, Project Leader, PSCL, etc.). Need hosts to be knowledgeable about WRV, the project, and the area. 

Brand Recognition: Get WRV’s mission out to recruit potential volunteers, donators and business partners. (Dave: “You never know when the guy you approach will be the president of REI.”) Take note of those expressing interest in WRV and the project. Note how many brochures are distributed and keep a sign-up sheet on hand with a separate ‘Comments’ column.

Safety: Alert people as what we are doing, where we are doing it, and how far the work will extend. Can also help people avoid injury by informing them of alternate routes and that there will be volunteers working with tools in the area. 

Closure: Someone to help end the day and the project by saying ‘Thanks’ and ‘Good-bye’ to volunteers while answering questions they may have about the organization and future projects. Project Leader and/or WSL still do official closing speech in the evening.
Background or Qualifications: 

1. Project Leader decides if a Project Host is appropriate based on:

a. Amount of foot traffic in area
b. The primary (recreational) activity of the area
c. Size and scope of project

2.  Appoint the appropriate person for Project Host before project begins based on:

a. Prior knowledge of WRV and the project;

b. Physical capabilities (area, terrain, duration, etc.);
c. Qualifications (outgoing, able to engage with people, etc.)

i. Project Host is a great position for disabled persons or those with expertise that cannot do heavy work but still want to participate.
Responsibilities/Procedures: 

1. Greeter Responsibilities of the Project Host 

a. Work with the WSL to acquire sign-in table supplies, project waivers, final volunteer roster, and obtain any site-specific information that will help with welcoming volunteers.

b. Set up sign-in table (pens, name tags, brochures, roster, waivers, merchandise, and donation box).

c. Welcome volunteers as they arrive and get them oriented to site/project (coffee is here, food is there, general schedule for the day, answer very general questions about project).  NOTE:  The morning welcome/speech will be given by Project Leader (or their designee) after all volunteers arrive.  The Project Host is only responsible for welcoming volunteers on an individual basis as they arrive.

d. Ensure every volunteer signs in (e.g., checks off their name on the roster), signs a waiver, and has a name tag.  This includes all team members.

e. Pack up table and make sure it is safely stored until end of day.  

f. Work with project team to determine the need for an informational table throughout the day (perhaps at lunch or for the after party).

g. Say thank you and goodbye to volunteers as they leave the worksite.  This is especially helpful when individuals begin to trickle away and to help with a more consistent closure of a project. NOTE: The official thank-you and goodbye speech will still be given by Project Leader (or their designee) at the end of the day.
2.  Trail Host Responsibilities of the Project Host

a. With the help of the Project Leader, retrofit the brochure template for the project including a project description, bios of those experienced volunteers participating and other pertinent information. The Staff Liaison (WSL) will be in charge of this template as well as printing the brochures and bringing them to the project.
b. Project Leader should provide Project Host with the opportunity to trade off with another volunteer(s) throughout project or have more than one Project Host located in different areas if appropriate.
c. Trail Host stands at the appropriate location on the trail (or work area) to intercept passers-by to inform the public of our work and of opportunities available through WRV.

d. Hand out brochures to first-time volunteers and inform them of leadership opportunities.
e. Trail Host keeps a healthy supply of brochures with him/her at all times.

f. If Trail Host has naturalist expertise and is willing they look for teachable moments to share with volunteers and passerbies. 

Training/Preparation: 
Project Host must be trained on the brochure, the scope of the project, where to stand, how to approach/talk to passers-by, and who to contact with questions. 

Time / Place: .Project Leader checks in with Project Host to see if he/she wants to meet earlier than the day of the project at pre-project meetings. It is up to the Project Leader and Project Host to determine when/where training and preparation should occur. Project Host is expected to be there to set up before the project for the greeting table and for the duration of the project to trail host and to help say goodbye to volunteers at the end of the day.  Project Host is expected to attend the project debrief.
Evaluation/Feedback:
1) Project Host should give feedback to the WSL regarding:

a. how many brochures were distributed;

b. if a Project Host role seemed necessary for that project;

c. noteworthy people he/she met while hosting;  

d. relevant information about those interested in volunteering;

ways he/she feels the role could be carried out better

2) WSL/PL will review above information given by Project Host. 
3) Project Host should attend the post-project debrief session. 

Measures of Success: 
1) If the work-load stress of the WSL and Project Leader is reduced at the beginning of the project since they will not have to man the greeter/check in table.

2) The number of contacts we make while trail hosting.

3) The number of new sign-ups we gain as a result of the trail hosting contacts 

