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Course Objectives

Volunteers and paid staff are key to the success of Cypriot Civil Society
Organisations. The aim of this course is to help CSO leaders and board members
develop a strategic approach to managing such a treasured resource.

Obijectives:

Provide an overview on the strategic approach to recruiting and managing
volunteers and staff

Share ‘good practice’ in people management
Introduce the key elements of recruiting and retaining volunteers and staff

Provide an opportunity to exchange experiences and concerns regarding
volunteer and staff management.



Kursun Hedefleri

Gondlldler ve Gcretli galisanlar Kibris Sivil Toplum Orgiitlerinin basarisinda kilit rol
oynamaktadir. Bu kursun amaci da STO liderlerine ve kurul lyelerine bu degerli
kaynagin yonetimiyle ilgili stratejik bir yaklasim gelistirmekte yardimc olmaktir.
Hedefler:

e GONUllG ve calisanlarin ise alinmasi ve ydnetilmesi ile ilgili stratejik yaklagim
hakkinda genel bir bilgi vermek

o Insan yénetimi konusundaki ‘iyi uygulamalar’ paylasmak

e GONndllG ve calisanlarin ise alinmasi ve elde tutulmasi ile ilgili anahtar
unsurlarin tanitiimasi

e GONndllG ve galisanlarin yonetimiyle ilgili deneyim v endiselerin paylasiimasina
bir firsat saglamak.



COURSE OVERVIEW

MANAGING STAFF AND VOLUNTEERS IN CSOs

Volunteers and paid staff are key to the success of CSOs. The aim of this course is to
help CSO leaders and board members develop a strategic approach to managing
such a treasured resource.

Objectives:

¢ Provide an overview on the strategic approach to recruiting and managing

volunteers and staff

e Introduce the key elements of a volunteer recruitment and retention strategy

e Share ‘good practice’ in people management

¢ Provide an opportunity to exchange experiences and concerns regarding

volunteer and staff management.

The course operates for a total of 18 hours, made up of 12 sessions of 1hr 30 mins
each. The content of the different sessions is described below.

Course Outline:

Session Objectives Topics

Session 1: e To introduce the participants e Introductions and
Overview on and facilitators logistics

People e Course objectives, ‘flow’
Management e Provide an overview of the and timetable

Friday 29™ Feb

course and enable participants
to identify a key learning
objective

Identify the range of Human
Resource issues that the
participants are facing in their
organisations

identification of
personal learning
objective

HR challenges in
Cypriot CSOs

Session 2:
Introducing the
Case Study

Friday 29™ Feb

Explore the Case study that will
be used for group work
throughout the course

Enable participants to identify
and reflect on a range of
People Management issues

Build understanding of Human
Resource Management

Case Study introducing
the CSO, and asking
participants to identify
the HR challenges
Different elements in
HR Management

HR Policies




SIVIL TOPLUM ORGUTLERINDEKI CALISANLARIN ve GONULLULERIN

Amaclar:

YONETiMi KURS ICERiIGI

o GOndllalerin ve calisanlarin istihdami ve yonetimi icin stratejik bir yaklasim

sergileyebilecek

e GONUIlG alimi ve bu gonillilerin devamlihgini saglama ile ilgili stratejilerin
anahtar unuslarini bilecek

« Insan kaynaklar yénetiminde 'iyi uygulamalarin' ne oldugunu paylasabilecek

o GONUIlG ve calisan yonetimi ile ilgili deneyim ve endiselerini paylasma firsati

bulacaktir.

Kursun Anahatlar:

Toplanti

Hedefler

Konular

Toplanti 1:

Insan Yonetimne
Genel Bakis

Cuma 29 Subat

Katilimcilari ve kolaylastiricilar
tanitmak

Kursun genel olarak gézden
gegirilmesini sagla ve
katiimcilarin kilit 6grenme
hedefi saptamalarini sagla

Katilimcilarin kendi drgitlerinde
karsi karslya kaldiklar bir dizi
Insan Kaynaklari konusu sapta

Tanitimlar ve lojistikler

Kurs hedefleri,’akis’ ve
cizelge

Kisisel 6grenme
hedefinin belirlenmesi

Kibris STO'lerinde HR
mucedeleleri

Toplnat: 2:
Durum
Calismasini
Tanitma

Cuma 29 Subat

Kurs boyunca grup
calismalarinda kullanilacak
durum galismasini incele(me)

Katiimailarin bir dizi Insan
Yonetimi konusu
tanimlamalarini ve
yansimalarini (iyice
distinmelerini)sagla.

Insan Kaynaklari Yénetimini
kavramalarini sagla

Durum Galismasi ,STO
tanimlama,ve
katilimcilardan HR
mucadelelerini
tanimlamalrini isteme
HR Yonetimindeki farkh
unsurlar

HR ilkeleri(planlar)




Session

Objectives

Topics

Session 3:
Recruiting your
people 1 — Staff

Saturday 1%

Provide an overview on staff
recruitment

Facilitate reflection on current
practice

Job descriptions
Interviews and
selection procedures

March

Session 4: e Provide overview on volunteer |e Strategic approach to
Recruiting your recruitment strategies identifying sources &
people 2 — e Share information on best attracting interest
Volunteers practice e Selection or identifying

Saturday 1%
March

Facilitate reflection on current
practice

the *fit'/agreeing TOR

Session 5:
Case Study 2

Saturday 1%

Consolidate understanding on
recruiting through case study
discussion

Introduce concept of

Same CSO as in Case
Study 1

Range of recruitment
challenges illustrated in

March ‘competencies’ new scenario
e Using the
‘competencies’ concept
Session 6: e Introduce approaches to e Volunteer motivation
Volunteer retaining volunteers e Rewarding and
Retention e Share good practice tips recognising volunteers’

Saturday 1%

contributions

March

Session 7: e Develop an understanding of e What individuals need
Managing performance measurement e Performance objectives
Individuals 1 e Explore issues related to e Appraisals (including

Monday 3™ March

appraising performance
Share good practice tips

variations)

Session 8:
Managing
Individuals 2

Monday 3™ March

Explore issues of ongoing
support & supervision
Introduce techniques for
positive 1-1 sessions
Practice listening & feedback
skills

Setting the scene
Active listening skills
Role play

Session 9:
Managing Teams
1

Tuesday 4™
March

Introduce ways of viewing the
characteristics of teams
develop an understanding on
group dynamics and how to
manage them

What is a team?
Team composition
(belbin)

Team formation &
dynamics

Conflict in teams




Toplanti

Hedefler

Konular

Toplant: 3:
Insan ise alma 1 -
Personel

Cumartesi 1Mart

Personel ise alimina genel bir
bakis sagla

Glncel uygulamalara
yansimay! kolaylastir

Is (gérev)
tanimlamalar
Gorusmeler(mulakatlar
) ve segim
islemleri(proseduirleri)

Toplant: 4:
Insan ise alma (toplama)
2 — Gonulltler

Cumartesi 1Mart

GOndlld toplama
staratejilerinin gézden
gegirilmesini sagla

En iyi uygulama Uizerinde bilgi
paylas

Glncel uygulamalara
yansimay! kolaylastir

Ilgi cekme ve
kaynaklari tanimlamaya
staratejik yaklagim
‘uygun’/anlasilan TOR
secimi ve tanimlamasi

Toplant: 5:
Durum Calismasi 2

Cumartesi 1Mart

Durum Calismasi
gorusmesi(tartismasi) yoluyla
ise almayi(toplamayt1)
kavramayi saglamlastirma
‘Yeterlilikler’ kavramini
tanitmak

Durum Calismasi 1 ‘in
icindeki gibi STO
Yeni senaryoda
aciklanmig bir dizi ise
alma(toplama)
mucadeleleri
‘Yeterlilikler’ kavramini
kullanma

Toplanti 6:
Gonull
tutulmasi(muhafaza
edilmesi

Cumartesi 1Mart

GOnullh tutma(muhafaza
etme) yaklagimlarini tanit
Iyi uygulama ipuclari paylas

GOnulli motivasyonu
Gondalldlerin katkilarinin
farkina varilmasi ve
odullendirilmesi

Toplant1 7:
Bireyleri Yonetme 1

Pazartesi 3 Mart

Performans &lcliiminlin
kavranmasini gelistir
Performans degerlendirme ile
ilgili konulari incele(me)

Iyi uygulama ipuclan paylas

Bireylerin neye ihtiyaci
vardir

Performans hedefleri
Degerlendirmeler
(dedisiklikleri

kapsayan)
Toplant: 8: e Devam eden destek&denetim | e Goriintliyl(sahneyi)
Bireyleri Yonetme 2 konularini incele(me) ayarlama

Pazartesi 3 Mart

Pozitif 1-1 toplantilari igin
teknikleri tanit

Dinleme yeteneklerini
aktif hale getirme

¢ Dinleme&geribildirim e Rol yapma
yetenekleri uygulama
Toplant1 9: e Takimlarin dzelliklerini e Takim nedir ?
Takimlari Yonetme 1 gorintileme yollarini tanit e Takim olusumu
Sall 4 Mart e Grup dinamikleri ve grup (belbin)
dinamiklerinin nasil e Takim olusumu&
yOnetilecegi konularinin dinamikler

kavranmalarini gelistirme

Takimlarda fikir ayriligi




Session 10:
Managing Teams
2

Tuesday 4™
March

Explore issues of
communication within teams
Share some practical tips on
managing interactions within
teams
Reflect on team building
experiences

Communications
exercise

Managing interactions
What are useful team
building exercises?

Session 11:
Staff/Volunteer
Development

Wednesday 5™
March

Develop an understanding on
approaches to supporting
individual learning and
development

Why invest in
staff/volunteer
learning?
Prioritising
Different ways of
supporting
development
Learning styles

Session 12:
Pulling it together

Wednesday 5%
March

Leadership styles and people
management

Provide an opportunity to
review course content
Participants identify action
steps

Closure/evaluation

Adapting your style
(situational leadership)
Personal Action Plans
Evaluation




Toplanti 10:
Takimlart Yonetme
2

Sali 4 Mart

Takimlarin igindeki iletisim
konularini incele

Takim ici etkilesimleri ydonetme
konusunda birka¢ ipucu paylas
Takm olusturma tecribeleri
yansit

Iletisim alistirmalari
Etkilesimleri Yonetme
Kullanigh takim
olusturma alistirmalari
nelerdir?

Toplanti 11:
Personel/Gonulli
Geligimi

Carsamba 5 Mart

Birey 6grenimi ve gelisimini
destekleyici yaklagimlari
kavramay! gelistir

Neden
personel/goénulli
ogrenimine yatinm?
Onem sirasina gore
dizenleme

Gelisimi desteklemenin
farkl yollar

Ogrenim stilleri

Toplanti 12:
Biraraya getirme
Carsamba 5 Mart

Liderlik stilleri ve insane
yonetimi

Kurs icerigini gdzden gegirme
firsati sagla

Katilimcilarin hareket(eylem)
basamaklarini tanimlamasi
Kaptma(kapanis)/degerlendirme

Kendi stilini uyarlama
(durumsal liderlik)
Kisisel Hareket(eylem)
Planlari
Degerlendirme




HOME GROUP RESPONSIBILITIES

You will be in your Home Group for the duration of the Training Programme.

You should agree a name for the group.

During each day, Home Group members should check with each other that there are
no language or other practical problems. If there are, these should be raised with the

facilitators.

At the end of each day, all Home Groups should meet together for about 15 minutes
to discuss the following:

=  What went well today.

» What could have been better.
= Suggestions for the remainder of the workshop.

Each group should select one workshop member to represent the group’s views to
the facilitators at the End-of-Day Review Meeting.

In addition, on a rota basis, each of the Home Groups will take it in turn to carry out
the following responsibilities:

1. Time-keeping to ensure that facilitators and participants keep to time.
2. Monitoring energy levels and introducing energiser exercises when appropriate.
3. Start the day with an energiser exercise and conduct a participatory review of the

previous day’s learning. The review should be fun and take no more than 10
minutes.



4.
CALISMA GRUPLARININ SORUMLULUKLARI

Seminer boyunca bir gurubun Uyesi olacaksiniz.
Gurup uyeleri, guruplari igin bir isim konusunda anlagmalidir.

Gurup Uyeleri calismalarin her glinlinde birbirleriyle irtibat halinde olup, kimsenin dil
yada baska problemler yasamadigindan emin olmalidir. Eger problem sozkonusu
olursa, bu organizatorlere/egitmenlere bildirilmelidir.

Her gliniin sonunda, her gurup 15 dakikalidina oturup asagidakileri tartismalidir
Bugiin iyi giden neydi?

Daha iyi olabilecek birgey varmiydi?

Calismanin (seminerin) geri kalan kismi igin éneriler

Her gurup aralarindan, gliin sonu toplantilarinda, gurup  gorUslerini
egitmene/organizatore bildirecek bir kisiyi sececek. Bu toplantilar asadi yukari 15
dakika surer. Her gin farkl bir temsilci secilmelidir.

Zaman Tutanadi

Ek olarak, rotasyon seklinde, guruplar egitmenlerin ve katilimcilarin seminer ve aralar
boyunca zamana uygun olarak hareket etmelerine dikkat edecek ve bunun
sorumlulugunda olacak.

GOzden Gecirme

Gurubunuzun ‘gérev gind’ sonrasi sabahi, gurup Gyelerinin gline bir ‘isinma hareketi
ile baslamalar ve herkesin katilabilecegi sekilde onceki giin 6grenilenlerin gézden
gecirmeleri beklenir. Bu gbzden gecirme (tekrar) eglenceli olmalidir, herkesi dahil
etmeli ve en fazla 10 dakika stirmelidir.
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SAMIA AL HASANI at VISION SAVER

Case Study 1

Wednesday was a beautiful day — it was that time of year when the temperatures are
perfect. The sun shone brightly with not a cloud in the sky as Samia Al Hasani, a member of
the Board of ‘Vision Saver’, made her way to the NGO’s centre from her home. It was 7.15 in
the morning and the 25 minute journey gave Samia the opportunity to think about the
organisation.

‘Vision Saver’ was an Omani NGO founded by Samia and three other colleagues nearly five
years ago. The organisation focused on sight-related issues and they had grown very
quickly since the first year when they just worked on providing eye tests and glasses to
people who could not access these services elsewhere. They still kept their priority on
working with migrants and poor people in Muscat but were now expanding their services to
other towns and rural areas. They had also extended the range of services, to include advice
and treatment of eye diseases and were about to start a new public awareness programme.
The organisation had attracted financial support from specialised International Trusts and
Foundations and fundraising efforts in Oman had been very effective — especially the public
campaigns carried in the media. They also had very good international links with similar
types of NGOs who worked in many different countries, and with whom they had initially
worked to get hold of second-hand frames and basic equipment.

‘Vision Saver’ now had three paid staff — Mohamed who recently took on the new post of
General Manager; Fathia who joined a year ago to lead the team of volunteer optometrists
and Salem who was in charge of the Centre and who had been with them from the
beginning.

Samia herself, together with the three founding members, worked in the Optometry
Department of the X...Hospital in Muscat. She had over 20 years of professional experience,
and loved her work. But there was something special about the time she spent with "Vision
Saver’. When they set up the NGO, the four of them had dreamt of helping people who
normally couldn’t access the kind of services they provided at the hospital. They felt that
everyone in Oman should have the right to good and healthy vision.

Now, as she travelled to the Centre, she thought about all the progress they had made over
these five years. But she also started to think about some of the challenges they were facing
and she started to worry about how they would deal with them. In particular, the new public
awareness programme was a concern. They had been successful in raising the money for
the two-year initiative, but they still hadn't made a start. The planning committee had
developed a good proposal, but they didn't yet have a team in place to implement it. None of
them had experience in that kind of work and they didn't really know where to begin.

A blast from a passing horn startled her, and she began to think about other initiatives that
needed to get under way. There was the expansion of the sight-testing services to the west
of the country and they wanted to explore the possibility of providing cataract removal
services in the future. They had heard about NGOs providing this in other countries and
thought it was a good idea. It really was all very exciting.

Samia’s thoughts were interrupted as she walked into the Centre. As she entered the

building she knew there was something wrong when she saw Salem looking troubled. "It's a
lovely day",
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SAMIA AL HASANI VizYON KORUYUCUDA
Case Study 1

Carsamba giinii gok glizel bir glindii- yilin hava sicakliklarinin en giizel oldugu dénemiydi.
Vizyon Koruyucu’ ydnetim kurulu Gyesi olan Samia Al Hasani evinden sivil toplum 6rgiti
merkezine giderken glines parlak bir sekilde isildiyordu, havada tek bir bulut bile yoktu. Saat
sabahin 7.15%iydi ve 25 dakika siren yolculuk Samia'ya organizasyon hakkinda diisinmesine
olanak sagladi.

'Vizyon Koruyucu’ yaklasik 5 yil dnce Samia ve 3 is arkadasinin birlikte kurduklari, bir Omani
sivil toplum 6rgitlydu. Organizasyon gérusle ilgili konulara odaklanmisti ve daha ilk yildan,
sadece, baska bir yerde yaptirma olanagi olmayan insanlara goz testleri ve gozliik verme
uygulamalari yaptiklari halde ¢abucak biiyiimiistii. Onceliklerini hala gégmen ve Muscat'taki
ihtiyagh insanlarla calisma Uzerinde tutuyorlardi ama artik yardimlarini diger kasabalara ve
kirsal bélgelere de agmiglardi. Calisma faaliyet sahalarini da genigletmisler, g6z hastaliklari
ile ilgili tavsiye ve tedaviyi de kapsamlarina dahil etmisler ve yeni bir toplum farkindahgi
programi baslatmak Uzereydiler. Organizasyon, uluslararasi uzmanlasmis vakiflarin ve
kuruluslarin finansal destekleri icin dikkat cekmis ve Oman’daki bu amag igin para toplama
cabalar cok etkili olmustu-6zellikle medyada yuritiilen kamusal kampanyalar. Birgok farkli
Ulkelerde benzer sivil toplum o6rgiitleriyle de ¢ok iyi uluslararasi baglantilari vardi ve bunlarla
baslangicta kullaniimis ikinci el gozliik cerceveleri ve temel donanim sahibi olmak icin
calismislardi.

Vizyon Koruyucu’'nun artik 3 adet 6denekli personeli vardi-gecenlerde Genel Mudur olarak
gorevlendirilen Mohamed; organizasyona 1 yil 6nce katilan ve optometreyle gériis sinirlarini
belirleyen gondilliler ekibine rehberlik eden Fathia ve basindan beri onlarla birlikte olan
Merkezden sorumlu Salem.

Diger (ic kurucu Uyeyle birlikte Samia, Muscat'taki X....Hastanesinde Gortiis Sinirlarini
Belirleme Departmaninda calismaktaydi. 20 yilin (izerinde mesleki tecriibesi vardi ve isini gok
seviyordu. Ama ‘Vizyon Koruyucu’'da gegirdigi zamanda 6zel birsey vardi. Sivil toplum
orgutinl kurduklarinda, doérdi de hastanede sunduklar hizmetlere normalde erisemeyen
insanlara yardim etmenin hayalini kurmuslardi. Oman’daki herkesin iyi ve saglikli bir goriise
sahip olma hakkinin olmasi gerektigini hissetmislerdi.

Simdi Merkeze dogru seyahat ederken gecmis 5 yil stiresince gercgeklestirdikleri gelisimin
timanu dastndyordu. Ancak ayrica karsi karsiya olduklari bazi zorluklarn da dlisinmeye
basladi ve bunlarla nasil basa ¢ikacaklari icin endise etmeye bagladi.Ozellikle, yeni Toplum
Farkindaligi Programi ilgi konusuydu.2 yillik girisim igin para toplamakta basarili olmuslar,
fakat daha bir baslangic yapamamiglardi. Planlama komitesi iyi bir 6neri gelistirmis, ancak
hala daha bunu hayata gegirmek igin gerekli ekip yoktu. Bu tir bir iste higbirinin tecrtibesi
yoktu ve aslinda nereden baslayacaklarini da bilmiyorlardi.

Gegen bir arabanin borusuyla irkildi ve baslamasi gereken diger onceliklerini diisinmeye
basladi. Gorls testi servislerinin genigletilerek Ulkenin batisina gétirilme konusu vardi ve
ileride katarakt giderme hizmetleri olasiligini arastirmak istiyorlardi. Baska (ilkelerde bu
hizmeti saglayan sivil toplum 6rgditlerini duymuslar ve iyi bir fikir oldugunu diisiinmiislerdi.
Tum bunlar gergekten heyecan vericiydi.

Samia’nin distinceleri Merkeze girerkenden kesildi. Binaya girip Salem’in sorunlu bakigini
goriir gérmez aksi giden birseyin oldugunu biliyordu. ‘Cok glizel bir glin’ diyerek Chinara onu
neseyle selamladi. ‘Senin igin belki ama benim igin degil. Mohamed muayene odasini yeniden
dizenlemek istiyor. Bunun gergekten gerekli olmadigini diistiniyorum-olduklari gibi iyiler’.
Samia yorum yaparken kaslarini catti ‘bu biraz tuhaf geliyor, bunu herhangi diger
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Chinara greeted him cheerfully. "Maybe for you, but not for me. Mohamed wants to
reorganise the consulting rooms. I think that really isn't necessary — they're fine as they are.”
Samia frowned as she commented “Well that does sound a bit strange. Have you discussed
this with any other Board members?” Salem said that he had raised it with Issa, the
Treasurer of the Board, who had popped into the Centre yesterday evening. Issa had said he
thought it sounded a good idea, but Salem hadn’t been convinced. “*Well, let me talk to
Mohamed about this and I'll let you know what we decide” responded Samia and she walked
away towards the Manager’s office. Salem shrugged his shoulders and went to make himself
a cup of coffee.

On her way to the Manager’s office she bumped into Fathia, who stopped her. "Oh I am
pleased you came in this morning, two volunteers didn’t turn up for their sessions yesterday
and we had to turn people away. This is the third time this month that we haven’t had
enough optometrists to run the sessions — we need to do something about it.” *Oh dear, yes
we will need to see what we can do” replied Samia."Let’s meet to talk about it in an hour’s
time — are you free?”. With Fathia’s agreement to the meeting, Samia moved on and
entered the Manager’s office.

Mohamed was working on the computer, and Samia could see that he had the financial
accounts open. “Hello Mohamed, I don’t want to interrupt you. Could we talk later?” Samia
wanted to find out more about his ideas for the consulting rooms, but didn't want to stop
him from working on the accounts. The reports were overdue and the International donors
had written asking when they could expect to receive them. “Oh hello Samia, how are you?
Actually, we could talk now — I have time.”

So, they discussed Mohamed's ideas about rearranging the consulting rooms and Samia was
convinced by his arguments. She said she would talk to Salem and let him know their
decision. After that meeting she went to look for Fathia — it was important to resolve the
problem of cancelled sessions. If people were turned away from the Centre, then the
organisation would start to get a bad reputation and may lose some support.

Just then a group of volunteers arrived, ready to start on the morning clinic. She greeted
them and one or two smiled back. Samia recognised a young man who worked at the same
hospital as she did, and so she went up to say hello. "How are you Masoud? I am very
pleased to see you here. How are you finding things at ‘Vision Saver?” The young man
greeted her politely and said that things were fine. However, he added “I've been coming
here for the past three months — once a week. I'm pleased to be able to help out but I do
have some questions about any support I might get. Who should I speak to about that?”
Samia enquired about the kind of support he was interested in, and Masoud indicated that
he needed a bit of help with the financial costs of travelling to/from the Centre and also he
wanted to know whether he could get some help in learning some new skills. Samia replied
quickly, “Well, T don't think that's a problem — of course we can pay your travel costs. And I
will look into the kind of training or further learning you can do, if you let me know the
details of what you are interested in. Thank you for your support to ‘Vision Saver’. It means
a lot to us.” With that she said goodbye to the group and continued on her journey to look
for Fathia.

Questions for Group Work
1. What do you think are the Human Resource issues that ‘Vision Saver’ need to
address?

2. What other issues do you think the organization needs to address, if they are
to effectively manage their people?
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kurul tyesiyle tartistin mi?’ Salem diin aksam Uzeri merkeze gelen Kurulun Veznedari Issa’ya
konuyu getirdigini soyledi. Issa bu fikrin kulaga iyi bir fikir gibi geldigini soyledi ancak Salem
ikna olmamisti. ‘Peki bunu Mohamed ile konusayim ve aldigimiz karari sana bildiririz’ diye
cevap verdi Samia ve yoneticinin ofisine dogru yiiriidii. Salem omuzlar silkti ve kendisine bir
bardak kahve yapmaya gitti.

Yoneticinin ofisine giderken kendisini durduran Fathia’ya rast geldi. ‘Bu sabah buraya
gelmene memnun oldum, diin 2 génillu seanslarina gelmediler ve insanlari geri gdndermek
zorunda kaldik. Bu ay 3. kez oluyor, seanslari yuriitecek yeterli optometrist olmuyor-bu
konuda birseyler yapmallyiz'. ‘Evet bu konuda ne yapabilecegimize bakmaliyiz’ diye cevap
verdi Samia. ‘1 saat icinde bunu tartismak icin bulusalim, bosmusun?’ Fathia’nin bulusmaya
anlagsmasiyla Samia yurimeye devam etti ve Yoneticinin ofisine girdi.

Mohamed bilgisayarda calisiyordu, Samia onitinde mali hesaplarin oldugunu goriyordu.
‘Merhaba Mohamed, seni rahatsiz etmek istemiyorum. Daha sonra konugabilirmiyiz?” Samia
muayenehanelerle ilgili diistincelerini daha fazla 6grenmek istiyordu ancak hesaplarla ilgili
calismasini durdurmak istemiyordu. Raporlar gecikmisti ve uluslararasi donérler bu raporlari
ne zaman alabileceklerini yazili olarak sormuglardi. ‘O merhaba Samia, nasilsin? Aslinda
simdi konusabiliriz, vaktim vardir’.

Bdylece Mohamed'in muayenehaneleri tekrardan dizenleme fikirlerini tartistilar ve Samia bu
tartismadan ikna oldu. Salem ile konusup kararlarini kendisine bildireceklerini sdyledi. Bu
toplantidan sonra Fathia’yl bulmaya gitti , iptal edilen seanslar problemini ¢c6zmek dnemliydi.
Insanlar Merkez'den geri cevrilmisse, organizasyon kétii bir séhrete sahip olmaya baglar ve
biraz destek kaybedebilirdi.

Tam bu konusmadan sonra sabah klinigine baslamak igin bir grup géniillii geldi. Samia onlari
selamladi ve sadece bir veya ikisi ona glilimseyerek selam verdiler. Aralarindan kendi
calistigi hastanede galisan geng adami tanidi ve ona merhaba demek igin yanina gitti.
*Nasilsin Masoud? Seni burada gérmekten ¢ok memnunum. Vizyon Koruyucudaki yapilanlari
nasil buluyorsun?’ Geng adam onu kibarca selamladi ve yapilanlarin iyi oldugunu soyledi.
Ancak diye ekledi ‘son li¢ aydir haftada 1 kez buraya geliyorum. Yardim edebildigim icin
memnunum ancak alabilecegim herhangi bir yardimla ilgili sorularim vardi. Bununla ilgili
kimle konusmallyim?” Samia geng adamin ilgilendigi destek igin gerekli bilgiyi aldi, Masoud
merkeze gelip gitmek igin gereken yol masrafi igin biraz maddi destege ihtiyaci oldugunu
belirtti ve ayrica yeni beceriler 6grenebilmek icin yardim alip alamayacagini sordu. Samia
cabucak cevap verdi. ‘Bunun bir sorun olacagini sanmiyorum- tabii ki sana yol masraflarini
Odeyebiliriz. Ve bana ilgilendigin seyin detaylarini verirsen yapabilecegin egitim veya daha
fazla 6grenmek icin yapabileceklerini arastirabilirim. ‘Vizyon Koruyucu'ya verdigin destek igin
tesekkir ederim. Bizim igin gok sey ifade ediyor’. Bununla birlikte gruba hogscakalin dedi ve
Fathia’ya bakmak icin yoluna devam etti.

Grup Calismasi Icin Sorular
1. 'Vizyon Koruyucu’nun insan kaynaklari konularinda yapmasi gereken seyler
nelerdir?

2.Insan kaynaklarini ve insanlar daha etkin bir sekilde yonetmek icin baska hangi
konulari ele almalan gerektigini diisiiniiyorsunuz?
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JOB DESCRIPTION
Job Title

Based at:
Reporting to:
Line Managing:

Salary/Grade:

Background

Job purpose

Overall Purpose:

Insert 2-3 lines summing up overall purpose of the job
Add team contribution (optional)

Job Responsibilities :

Person Specification

Qualifications

Skills/experience

Attitudes and values:

» E.g. Proven strengths in bringing a collaborative attitude to their approach.
* Commitment to.....

15



iIS(GOREV)TANIMI
is(gérev) Bashgi

Temel alinmigtir:
Rapor ediliyor:
Yol(hat)Yonetimi:

Maas/Derece:

Ozgecmis

is (g6rev) amaci

Overall Purpose:

Insert 2-3 lines summing up overall purpose of the job
Add team contribution (opsiyonel)

is(gorev)sorumluluklari:

Person Specification

Qualifications

Yetenekler/deneyim

Tavirlar ve degerler:

» E.g. Proven strengths in bringing a collaborative attitude to their approach.
* Commitment to.....
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Closing date for applications:
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Basvurular igin son tarih:
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[Applicants reference no. (office use only)]

APPLICATION FORM

Please complete in black ink or typescript. We welcome applications from all ethnic
groups. If you require any special assistance or facilities in order to attend an
interview, please advise us so that we can make the necessary arrangements.

If you are unable to make the advertised interview date, please inform us of this
when you send in your application form.

Please return form, to:
E-mail:

Fax:
Postal address:

Post Title:

Personal Details:

Surname/

: Title
Family name

First name
Address

Contact Email
Telephone address

Do you have any criminal convictions,? (YES/NO)

Are you eligible to remain and work full time in Cyprus (ie
hold a valid work permit or via eligible nationality?
(YES/NO)

Please note: Upon employment you will be required to provide documentary evidence
that you are eligible to work in Cyprus

Referees: (at least one of the three should be from your present or most recent
employment)
First Referee:

Name Position
Address

Relationship IET,.a"
Telephone Fax
number number

Can this person be contacted prior to interview?
(YES/NO)

19



[Basvuranin referans no. (sadece ofis kullanimi)]

BASVURU FORMU(BELGESI)

Latfen siyaf murekkep veya daktilo il doldurunuz.Bitln etnik gruplardan basvurular
kabulumuzdur.Eger gorigsmeye katilmak icin herhangi bir yaridim veyakolaylik
ihtiyaciniz varsa ,gerekli dizenlemeleri yapabilmemiz icin litfen bize tavsiyelerde

bulunun.

Eger ilan edilen gorusme tarihine yetisemediyseniz, lutfen bizi basvuru formunu

gonderdiginiz zaman bu konuyla ilgili bilgilendirin

Belgeyi litfen su sahsa gonderin:
Mail:

Fax:
Posta adresi:

Posta Bashg::

Kisisel Ayrintilar:

Soyad/

Aile ad Baglik

ik isim
Adres

fletisim
Telefonu
Herhangi bir sugtan mahkum oldunuz mu?(EVET/HAYIR)

Kibrista tam zamanli kalmaya ve ¢aligmaya uygun
musunuz? (gegerli is izni veya uygun uyruk tagiyormusun?
(EVET/HAYIR)

Liitfen not ediniz: ise alinma durumunda Kibrista ¢alismaya uygunsaniz is igin
gerekli kanit dokumanlari saglamaniz gereklidir.

Mail adresi

Raportorler(Bilirkisiler): (bunlardan en azindan bir tanesi senin simdiki vey a en
son isini olusturmahdir)

ik Raportor:
isim Pozisyon
Adres
iligki Mail
Telefon II:\;;(M'
numarasi numarasi

Bu kisiyle mulakattan dnce temasa gecilebiliyor
mu?(EVET/HAYIR)
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Second Referee:

Name Position
Address
Relationship Email
Addrace
Telephone Fax
niimher niimher
Can this person be contacted prior to interview?
(YES/NO)

Vacancy details:
Where did you hear about this
Have you applied before?
If you answered ‘yes’, please tell us
for which position you applied
Present or most recent salary
When would you be available to

Employment: Paid or voluntary, starting with your most recent first:
(Continue onto a new sheet if necessary)

Name and address of

From To Position held, major responsibilities
Employer

Education:
(Continue onto a new sheet if necessary)

Degrees, diplomas, or other

From To School, University, College P
qualifications

Other relevant qualifications or training courses attended:
(Continue onto a new sheet if necessary)

Date Course /Qualification

Languages: (Please state degree of fluency, written and spoken):

Personal Interests:
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ikinci Raportdr:

isim Pozisyon

Adres

iliski Mail
Adreaci

Telefon Fax

numarasi numarasi

Bu kisiyle mulakattan dnce temasa gecilebiliyor
mu?(EVET/HAYIR)

Acik Kadro Detaylari:

Bu bos kadrodan nasil haberiniz
oldu?

Daha 6nce basvuruda

Eger cevabiniz ‘evet’ ise hangi
pozisyon igin basvurdugunuzu bize
Simdiki veya en son maasiniz

ise baslamak icin ne zaman

i§e alinma: Odemeli veya gonlillii,en son ilkinizden baglayarak:
(Eger gerkliyse yeni bir sayfada devam edin)
Kimden @ Kime Tutulan pozisyon , dnemli sorumluluklar Isverenin adi ve adresi

Ogrenim:
(Eger gerkliyse yeni bir sayfada devam edin)
Dereceler, diplomalar, veya diger

Kimden @ Kime OkuI,Universite,KoIej szellikler

Konuyla ilgili diger 6zellikler veya katilinan kurslar:
(Eger gerkliyse yeni bir sayfada devam edin)

Tarih Kurs/Ozellik

Lisanlar : (Lutfen yazili ve konusma olarak akicilik dizeyini belirtin):

Kisisel ilgi Alanlan:
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Other reasons in support of your application:
Please state what qualities, experience and interests you have that would enable you
to successfully contribute to this post. (Use additional sheet if necessary)

Declaration

By signing this application, you consent to the holding of personal data by the
organisation. In addition, if you are recruited by the organisation, you consent to the
processing of personal data by the organisation, provided by you, for all purposes
relating to your employment, subject to the provisions of the Data Protection Act.

| confirm to the best of my knowledge that the information given on this form is
correct and can be treated as part of any subsequent contract of employment

Signed: Date:

Please indicated dates when you would not be available
for interview

Thank you for taking the time to complete this application form.
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Basvurunuzu destekleyecek diger sebepler:

Bu postaya basaril bir sekilde katkida bulunmak i¢in hangi 6zelliklere,tecrubelere ve
ilgi alanlarina sahip oldugunzu latfen belirtin. (Eger gerkliyse ek bir sayfa daha
kullanin)

Deklarasyon

Bu basvuruyu imzalayarak , kisisel bilgilerin 6rgut tarafindan tutulmasini kabul etmis
oluyorsunuz.Ayrica,eger orgut tarafindan ise alinirsaniz ,sizin tarafinizdan saglanan
kisisel bilgilerinizin hazirlhik kanunu geregince ,isinizle alakali her tlrli amag icin orgut
tarafindan igleme alinmasini kabul etmis olursunuz,

Bu forumda verilen bilgilerin dogru oldugunu ve ig kontratinin bir bolumu olarak ele
alinabilecegini onayliyorum

imza: Tarih:

Lutfen miilakat icin uygun olmayacaginiz ginleri belirtiniz

Bu formu doldurmak igin harcadiginiz zaman igin tesekkiir ederiz.
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[Applicants reference no. (office use only)]

Applicant’s address: ..o

EQUAL OPPORTUNITIES RECRUITMENT MONITORING FORM

In order to assist us in the monitoring of our Equal Opportunities policy, you are requested to give us
the following information. Completion of this form is voluntary and the information provided will be
processed separately from your application and treated in confidence.

1. Ethnic Group
Please state your ethnic group. Choose one section from (a) to (e) then tick the appropriate
box to indicate your cultural background:

(a) White (b) Mixed

[] British [ 1 White and Black Caribbean

[]Irish [ 1 White and Black African

[ 1 Any other White background [ 1 White and Asian

(Please specify) ......cccvveveeeeerinnnnes [ 1 Any other mixed background

(Please specify) ......cccceuvuenrnnniiinnnns

(c) Asian or Asian British (d) Black or Black British

[] Indian [] Caribbean

[ ] Pakistani [ ] African

[ 1 Bangladeshi [ 1 Any other Black background

[ 1 Any other Asian background (Please specify) ......ccccvvvvvvvnnnnnnns
(Please specify) .....ccccecuvurnrnnnnnns

(e) Chinese or Other ethnic group
[]1Chinese
[ 1 Any other
(Please SPECITY) ..eoiiiiiiie e

2. Gender
Please state your gender: [] Female [1 Male

3. Date of Birth
Please state your date of birth (dd/mm/yyyy): ...... [o..... Looiiiiiiin

4. Disability
Please state if you: [ 1 have a disability [] are registered as disabled

5. Religion or Belief
Please state your religion or belief (if any) ...........ccooee e,

6. Nationality
Please state your Nationality ...............eeuvuiiiiiiiiiiiiiiiieie e ae e

7. How did you hear about this post?
Please indicate media source if applicable ...,
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[Bagvuranin referans no. (sadece ofis kullanimi)]

Basvuranin adresi: ..o

ESIT FIRSATLAR iSE ALAMA/TOPLMA TAKiP FORMU/BELGESI

Esit firsatlar ilkesini takip etmemize olanak saglamak i¢in ,bize asagidaki bilgileri veremeniz
gerekmektedir.Bu formun doldurulmasi istege baglidir ve bu forumdaki bilgiler basvuru formunuzdan
ayr1 olarak ve gizlilikle igelme alinacaktir.

1. Etnik Grup
Liitfen etnik grubunuzu belirtin.(a) dan (e) ‘ye kadar bir boliim seciniz ve uygun kutuyu
kiiltiirel 6zgegmisinizi belirtmek igin isaretleyiniz.

(a) Beyaz (b) Kanigik(Melez)
[1ingiliz [ ] Beyaz ve Siyah Karayipli
[]irlandal [ ] Beyaz ve Siyah Afrikali
[ ] Herhangi baska bir beyaz 6zge¢mis [ ] Beyaz ve Asyall
(Latfen belirtiniz) ........cccoeeeiieinnnes [ ] Herhangi baska bir karigik 6zge¢mis
(Latfen belirtiniz) .........coevvveiiiiiiiiiiieeen,
(c)Asyali veya Asyali ingiliz (d) Siyah veya Siayhi ingiliz
[ ] Hint [ 1 Karayipli
[ 1 Pakistanli [ ] Afrikah
[ ] Bangladesli [ 1 Herhangi baska bir siyah 6zgecmis

[ 1 Herhangi baska bir Asyali 6zge¢cmis (Latfen beliritniz) .........ccccceennnnees
(Latfen belirtiniz) ...,

(e) Cinli veya baska bir etnik grup

[]1Cinli
[ ] Herhangi bir baska
(LUtfen beliritniz)...... ...

2. Cinsiyet
Latfen cinsiyetinizi beliritn: [ ] Kadin [ 1 Erkek

3. Dogum Tarihi
Latfen dogum tarihinizi belirtin (gg/aalyyyy): ...... l...... Loviiiiiini.

4, Yetersizlik/Sakathk

Latfen belirtin eger:[ ] yetersizliginiz/sakatliginiz var [ ] yetersiz/sakat olarak
kaydedildiniz
5. Din veya inang

(Eger sahipseniz)dininizi veya inancinzi belrtin
6. Uyruk

Lutfen uyrugunuzu Belirtin........ ..o

7. Bu postadan nasil haberdar oldunuz?
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Eger uygunsa [0tfen medya kayanagini

01 11 {1 PR TSTTT

SELECTION METHODS

A variety of methods for selecting the most suitable candidate are available:

27

Application Forms — useful if well designed. Should contain a section asking the
applicant why they are interested in the job. Used for shortlisting.

CV’s — a useful summary of the individual’s history but needs validating.

References — not always truthful. Best to ask the person to comment on specific
issues, and also whether they would be prepared to employ, or work with, the
applicant again.

Panel Interview — the most conventional method. Good for exploring issues
and getting a sense of the individual’s ability to present themselves. Try to ensure
they give as many illustrations of their points as possible.

Practical Exercise — eg typing/driving — good for checking practical skills
where these form a significant part of the job.

Written Exercise e.g. report writing, financial exercise good for testing
writing communication or numeracy skills and the ability to work to a deadline.

Portfolio of work — eg. Articles, materials etc produced by the candidate.
However it may be difficult to prove they were produced by the candidate unless
verified.

Individual Presentation exercise - good for judging verbal communication
skills as well as presentation skills. Essential for any job involving communication
to an audience e.g. training.

Group exercise or discussion — eg getting a group of applicants to discuss an
important issue, with staff/Board members as observers or participants. It can
seem rather artificial but may be very illuminating on their views, as well as how
they discuss with others.



SECME YONTEMLERI

En uygun adaylarin secilmesinde kullanilabilecek bir dizi ydbntem mevcuttur:

28

Basvuru Formlari — iyi tasatlandiklari zaman kullanishdirlar. Bagvuranlara, isle
neden ilgilendiklerini soran bir boélim olmaldir. Son elemeye kalan adaylar listesini
olusturmakta kullanilir.

CV’ler — bireyin gecmisiyle ilgili kullanish bir 6zet olmakla birlikte bilgilerin
dogrulanmasi gerekir.

Referanslar — her zaman gercegi yansitmazlar. Kisiden belirli konular hakkinda
yorum yapmasi ve ayrica bagvuruda bulunan kisiyi yeniden ise almaya veya
yeniden onunla birlikte calismaya hazir olup olmadiklarinin yéniinde bilgi
vermesinin talep edilmesi iyi olur.

Panel/ Heyet Milakati — en geleneksel yontemdir. Konulari anlamada ve
bireylerin kendilerini ifade edebilme yeteneklerinin anlasiimasinda yardimaidir.
Mimkin oldugunca fazla konuyu acgiklamalarini saglayin.

Uygulamali Calisma — or daktilo etme / siiriis — uygulamali becerilerin igin
onemli bir bolimini olusturdugu durumlarda bu becerilerin 6lclilmesi bakimindan
iyidir.

Yazih Calisma or. Rapor yazma, mali egzersiz — bu, yazili iletisim ve sayi
becerilerini ve belirlenmis bir tarihe kadar isi bitirebilme becerisini dlcer.

Is Portfoyii — or. Aday tarafindan yazilmis makaleler, materyaller vs. Ancak teyit
edilmedikge, aday tarafindan yazilmis olduklarini ispatlamak zor olabilir.

Bireysel Sunum Calismasi — bu ydntem adayin hem sézlu iletisim hem de
sunus becerilerinin dlclilmesinde yardimcidir. Bir dinleyici kitlesiyle yapilacak
iletisim igeren iler icin gereklidir 6r. egitim.

Grup calismasi veya tartisma — or bir grup adayin, calisanlarin/kurul Gyelerinin
de gbzlemci veya katihmci olduklari bir tartisma ortaminda énemli bir konuyu
tartismasi. Biraz yapay gortinebilir ancak gorusleri ve bagkalariyla tartisma sekilleri
hakkinda oldukga bilgi verici olabilir.



JOB DESCRIPTION:

HEALTH EDUCATION WORKER

‘VISION SAVER’

Post: Health Education Worker

Reports to: General Manager

Duration: 2 years initially — possibly will be extended if funding is obtained.
Salary:

Location: Vision Saver Centre, Muscat

Background

‘Vision Saver’ is a non-governmental organisation working to combat avoidable
blindness and ensure healthy and effective vision. We provide a variety of services to
those who can not normally access the services provided by private clinics or the
government. These services include:

e Eyesight testing

e Treatment of low vision including provision of spectacles when appropriate

e Diagnosis and treatment of ocular diseases, including glaucoma and trachoma

We are about to start a new programme of public education and awareness-raising
of issues related to poor vision and avoidable blindness. This includes raising
awareness of the links between poor sanitation and eye infections that can
potentially lead to Trachoma and education on symptoms of low vision and what can
be done. We need a specialist in Health Education to help us develop this new
initiative.

Job Responsibilities

1. Development of the new programme:
Based on the original programme design, the Health Educator will develop the ideas
so that they can be put into practice as soon as possible. This will include:

¢ identifying the range of activities that should be carried out

¢ selecting the schools and community locations for the education work
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IS TANIMI:
SAGLIK EGITIMI CALISANI

‘GORUS KURTARICISI' / ‘VISION SAVER’

Mevki: Saglik Egitimi Calisani Health Education Worker

Bagh Oldugu Makam: Genel Midur

Siire: Baslangicta 2 yil = finansman bulunmasi halinde muhtemelen
uzatilir

Maas:

Yer: Vision Saver Centre, Muscat

Kisa Bilgi

‘Vision Saver’ yani kelime anlamiyla ‘Gorts Kurtaricisi” sakinilabilir kdrliikle miicadele
etmek ve saglikl ve etkili goriis sahibi olunmasini saglamak amaciyla calismalarini
sirdirmekte olan bir sivil toplum érgutidir. Normalde 6zel klinikler veya devlet
tarafindan sunulan hizmetlere erisimi olmayan kisilere bir dizi hizmetler sunuyoruz.
Bu hizmetler arasinda asagidakiler mevcuttur:
o (GOrus testi
e Uygun oldugu durumlarda gozliik saglanmasi da dahil olmak (izere, goris
bozuklugu tedavisi
e Glukom ve trahom da dahil olmak iizere, okiiler (Gézle ilgili) hastaliklarin
teshisi ve tedavisi

Zayif goris ve sakinilabilir korlik hakkindaki konularla ilgili olarak halki egitecegimiz
ve farkindaliklarini artiracagimiz bir egitim programi baslatiyoruz. Saglik kosullarinin
zayIf olmasi ile olasilikla Trahoma'ya yola acabilecek gdz enfeksiyonlari arasindaki
baglantilarla ilgili bilincin artirimasi ve goz zayifiginin belirtileri ve neler
yapllabilecegiyle ilgili egitim de bu calismalar dahilindedir. Bu yeni inisiyatifi
gelistirmekte bize yardimci olabilecek bir Saglik Egitimi uzmanina ihtiyag duymaktayiz.

Sorumluluklari

1. Yeni Programin Gelistirilmesi:
Orijinal program dizaynina dayali olarak, Saglik Egitimcisi mimkiin olan en kisa
zamanda uygulamaya gecirilebilmeleri igin yeni fikirler Gretecek. Asagidakiler de buna
dahil olacak:
a. Gergeklestiriimesi gereken faaliyetlerin belirlenmesi
b. Egitim calismasi igin okul ve kamu noktalarinin secilmesi
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2.

3.

4.
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Implementation of the new programme:

The Health Educator will lead a team of volunteers and members in the :

e Preparation of education and awareness raising materials

e Delivery of these materials at events, schools, community locations

e Design and delivery of the annual campaign for World Sight Day (in
October)

e Monitoring and reviewing progress of the programme

Providing reports to the programme donors, Vision Saver Board and government
authorities as required.

Liaison and public relationships:

In order to help Vision Saver meet its public education and awareness-raising

objectives, the Health Educator will need to:

e analyse the media and selecting the initial options for broader media
awareness-raising work

¢ develop relationships with the appropriate Ministries, Health Authorities,
Schools etc.

Financial management and administration.:

The Health Educator will be responsible for the budget and administration of
the new programme.



2. Yeni Programin Uygulanmasi:
Saglik Egitmeni asagidaki konularda goniillilerden ve calisanlardan olusan ekibe
liderlik edecek:
e Egitim ve Bilinglendirme egitimleri igin gerekli materyallerin hazirhg
e Bu materyallerin etkinliklerde, okullarda ve halka bu egitimin verilecegi
noktalarda dagitiimasi
e Dinya G6z GunU (Ekim) icin her yil yapilan kampanyanin tasarlanmasi ve
sunulmasi
e Programdaki ilerlemenin gézlemlenmesi ve incelenmesi
e Program badiscilarina, Vision Saver'in Kuruluna ve devlet makamlarina
gereken raporlarin sunulmasi

3. Irtibat ve Halkla lliskiler:
Vision Saver’in halkin egitilmesi ve bilincinin artirlmasi hedeflerine ulasmasina
yardimcl olmak icin, Saglk Egitmeninin asagidakileri yapmasi gerekecek:
e Medyanin incelenmesi ve daha kapsamli, biling artirmaya yonelik medya
calismalari icin baslangicta kullanilabilecek seceneklerin saptanmasi
e Uygun Bakanlik, Saglk Makamlari, Okullar vs ile iliski kurmak.
4. Mali Yonetim ve Idare:
Saglk Egitmeni, yeni programin biitcesinden ve idaresinden sorumlu olacak.
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Person Specification

We are looking for someone with the following:

Essential:
1. Experience in carrying out public education or awareness-raising campaigns
2. Experience in the preparation and delivery of training and education materials
3. Strong communication skills
4. Good financial and administration skills
5. Commitment to the core values of Vision Saver — that is, a belief that

6.

everyone has a right to good health and access to services that will ensure
healthy and effective vision.
Good teamworker

Desirable:

1

2.
3.
4.

Experience of working in health services

Knowledge of the communities where Vision Saver works.
Experience of report writing

Experience of leading a team of volunteers

Terms and Conditions

The successful candidate is expected to work a minimum of 30 hours a week. She or
he must be prepared to be flexible as there will be some working in the evenings or
on rest days.

The benefits include:
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Four weeks paid holiday a year
Use of the organisation’s vehicle for work purposes
Maternity leave



Kiside Aranan Ozellikler

Asagidaki ozellikler sahip bir kisi ariyoruz:

Gerekli:

1.

LhwnN

6.

Halka verilen egitimler veya bilinglendirme kampanyalarini ylriitmekte
deneyim sahibi olmak

Egitim materyallerinin hazirlanmasinda ve sunumunda deneyim sahibi olmak
Giiclii Iletisim becerilerine sahip olmak

Iyi Mali ve idari becerilere sahip olmak

Vision Saver’in temel degerlerine bagli olmak — yani herkesin saglkl olmaya
ve saglikh ve etkili bir goriise sahip olmasi igin sunulan hizmetlere erisiminin
olmasina hakki olduguna inanmak.

Takim calismalarinda iyi olmasi

Tercihen:

1.

Saglk hizmetlerinde deneyim sahibi olmak

2. Vision Saver'in calistigi yerlerdeki halkla ilgili bilgi sahibi olmak

3.

Rapor hazirlamada deneyimli olmak

4. Gondllilerden olusan ekiplere liderlik etme konusunda deneyim sahibi olmak

Calisma Sartlarn

Basarili olan adayin haftada en az 30 saat calismasi gerekmektedir. Aksamlari veya
tatil glinlerinde de calismasi gerekebileceginden adaylarin esnek olmasi
gerekmektedir.

Asadidakiler adaya sunulan imkanlar arasindadir:
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Yilda dort hafta denekli izin
Is amaclar igin drgutlin araclarini kullanabilme
Dogum izni



CHECKLIST FOR RECRUITMENT AND SELECTION OF STAFF

Appointing suitable people as paid employees of the NGO is a key task which
involves a number of steps that are outlined below. Recruitment involves finding
suitable candidates for vacant posts in a cost-effective way and encouraging them to
express their interest by making an application for the job. Selection is a two-way
process in which the organisation chooses a suitable candidate who can fulfil all the
essential factors in the person specification, and the candidate decides whether they
want to work for the NGO.

Initial Steps

Current postholder gives notice of intention to resign or the Board committee
decides to create a new post.

Decisions are taken on the overall recruitment process and whether a special
recruitment task group should be formed.

It is common practice at this stage to form a selection panel . This is a small
number (usually three or four) and will contain a mix of people depending on the
post. It is essential that there be someone on the panel with the technical or
professional knowledge that the post covers, and it is good practice to have
someone from the client base if the NGO is involved in providing services to a
specific community. The leader of the panel will be the person who will be directly
supervising the successful candidate.

A timetable for recruitment and selection is drawn up. This includes allowing for
time for the job advert to circulate before the closing date for applications,
together with enough time between pre-selection (shortlisting) and the actual
selection meeting/s.

Defining the requirements
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Analyse the tasks that need doing. This will help in determining the qualities and
qualifications genuinely needed for the job.

Produce the job description - an outline of the broad responsibilities rather than
detailed tasks, with a clear indication of who the person will be supervised by.

Produce the person specification: outlining the experience, skills, knowledge,
abilities, qualifications, personal attributes and personal circumstances required to
be able to fulfil the responsibilities. These can be divided into those that are
essential to carry out the job responsibilities, and those that are desirable
qualities.




GALISANLARIN ISE ALINMASI VE SECILMESIYLE ILGILI
KONTROL LISTESI

STO'niin dicretli calisanlari olarak uygun kKisilerin atanmasi, asagida belirtilen bir dizi
asamayi iceren, anahtar bir gorevdir. Ise alim siirecine, bos yerlere yerlestirilecek
uygun adaylarin masraf bakimindan etkili bir sekilde bulunmasi ve bu Kkisilerin ise
basvuruda bulunarak ilgilendiklerini ifade etmeleri ydniinde tesvik edilmesi dahildir.
Secim, 6rgiitiin, aranan dzelliklere sahip en uygun adayi secmesi ve adayin bu STO
icin calismak isteyip istemedigine karar verdigi iki yonli bir siiregtir.

Ilk Adimlar

Halen s6z konusu gorevdeki kisi istifa edecegine dair niyetiyle ilgili uyariyr verir
veya Kurul komitesi yeni bir gorev yeri olusturmaya karar veriri .

Genel ise alim siirecine ve ise alimla ilgili 6zel bir ekibin kurulup kurulmayacagina
karar verilir.

Genelde, bu asamada bir secim heyeti kurulur. Bu heyetin Uye sayisi azdir
(genellikle {ic veya dort) ve gorevin ne olduguna bagh olarak farkl goérevlerden
kisilerin karisimindan olusur. Gdreve dahil olan teknik veya mesleki bilgiyle ilgili
bilgi sahibi bir kisinin de heyette yer almasi gerekirken, STO'niin belirli bir kitleye
hizmet veriyor olmasi durumunda bu hizmetten yararlanan gruba ait bir kisinin de
heyette olmasi iyi olur. Heyet baskani basarili aday! direkt olarak lizerinde olacak
kisi olmalidir.

Ise alim ve secim icin bir zaman cizelgesi belirlenir. Bagvuracaklar icin is ilaninin
yayimlanmasi icin gereken slire ve son elemeye kalan adaylarin belirlemesi ile son
secmelerin yapilacagd tarih arasindaki siire de bu zaman cizelgesine dahildir.

Kosullarin Tanimlanmasi
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Yapilmasi gereken gorevleri inceleyin. Bu size, is icin gercekten gerekli olan dzellik
ve vasiflarin ne olugunun belirlenmesinde yardimci olacak.

Is Tanimini  olusturun — bu, ayrintii olarak gérevlerin degil de genel olarak
sorumluluklarin genel bir aciklamasidir ve kisinin kime bagl olacagi (kim
tarafindan denetlenecegi) net bir sekilde burada belirtilmelidir.

Kiside Aranan Ozellikleri belirleyin: Burada, sorumluluklarn yerine getirebilmek igin
gerekli olan tiim deneyim, beceri, bilgi ve yetenekleri, vasiflari, kisisel 6zellikleri ve
kigisel sartlari belirleyin. Bunlar, isin sorumluluklarini yerine getirmek icin gerekli
olanlar ve tercih edilen dzellikler arasinda bulunanlar diye iki kategoriye ayrilabilir.




An advertisement is produced, drawing on the key points in the job description
and person specification. It needs to clearly state when the deadline is for
receiving applications.

Application forms may be used and these may need to be adapted to fit the
specific requirements of the job being advertised. They should try to get
information about the person’s ability and willingness to do the job. They should
state the deadline for applications. They should also provide space for the
applicant to give details of several people who could provide a reference
regarding their past employment history or their past work as a volunteer.

Before the Selection meeting
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Placing the advertisements, preparing the necessary background material, job
descriptions and application forms all needs to be done in plenty of time before
the deadline for receiving applications.

You are likely to want to do a pre-selection to reduce the number of people that
will come to meet the selection panel. This is called shortlisting and is done once
the deadline for applications has passed. The selection panel (or at least two
members) assess the applications against the person specification. Elimination of
all candidates who do not fit the essential criteria is the first step. Then,
depending on how many are left and how many people the selection panel feel
that they would like to meet, the remaining candidates are assessed against the
desirable criteria. It is possible to consider someone who doesn’t meet these at
all, but who looks interesting on paper. The important thing is to discuss it with
the selection panel and for there to be agreement to invite that person to meet
them.

Informal contact: decide whether the shortlisted candidates will be encouraged to
come for an informal look around the organisation, or whether there will only be
the formal selection meeting. There are different points of view on this, but the
key point is to be consistent with all candidates. Everyone should understand that
this contact is for the benefit of the candidates and is not part of the selection
process.

Preparing the selection meeting: decide on the selection methods to be used. If
an exercise or presentation is to be included, then make the instructions available
to the candidate in plenty of time for them to adequately prepare. Prepare the
questions for interview, agreeing the areas that need to be covered and who will
ask the questions for each area. The job description and person specification will
be the guide for this. Discuss and agree how the final decision will be made. Do
all the panel have to agree? If there is a tie, who decides? Finally, it may help to
have standard forms for the panel to write their comments on.



e Is taniminin ve is igin aranan kisideki zelliklerin anahtar noktalarini belirten bir
ilan hazirlanir. Son basvuru tarihinin ne gin oldugu bu is ilaninda acikca
belirtilmelidir.

e Basvuru Formlan kullanilabilir ancak bu formlarin ilan edilen ise alinacak kisilerde
aranan Ozelliklere gére dizenlenmesi gerekir. Kisinin isi yapmak igin ne kadar
beceri sahibi oldugu ve ne kadar istekli oldugu hakkinda bilgi toplamaya
calismalidir. Son basvuru tarihinin ne oldugu, basvuru formlarinda belirtiimelidir.
Basvuru formlarinda ayrica, kisiye onceki isleri veya gonilli olarak yaptiklari
islerle ilgili referans olacak kisilerle ilgili bilgi icin yer birakilmaldir.

Secim Toplantisi

o Ilanlarin yayinlanmasi, gerekli materyallerin, is tanimlarinin ve basvuru formlarinin
hazirlanmasi gibi tim bu isler, son basvuru tarihinden énce uzunca bir slrede
gerceklesir.

e Secim heyeti ile gorismeye gelecek olan Kkisilerin sayisini azaltmak igin
muhtemelen bir 6n eleme yapmak isteyecekseniz. Bunun adina son elemeye
kalanlar listesi denir ve son basvuru tarihinden hemen sonra yapilir. Secim heyeti
(veya secim heyetinin en az iki tyesi) kiside aranan 6zelliklere bakarak basvurulari
degerlendirir. Ilk adim, gereli kriterlere uymayan adaylarin elenmesidir. Daha
sonra, kag isi kaldigina ve secim heyetinin kag kisiyle goriismek istedigine bagli
olarak, geri kalan adaylar tercih unsuru olan kriterlere gére degerlendirilirler. Bu
tercih unsuru kriterlere hic uymayan ancak kagit tizerinde ilging goriinen Kkisilerin
de degerlendirilmesi mimkiindir. Onemli olan bunun secim heyetiyle
tartisiimasidir ¢linkli bu gibi kisilerin davet edilmesi icin mutabik kalinmasi
gerekmektedir.

e Resmi Olmayan Temas: son eleme listesine kalmis olan adaylarin gelip 6rgitle
resmi olmayan gir gorisme yapmalari icin tesvik edilip edilmeyecegine veya
yalnizca resmi bir secim goriismesi mi olacagina karar veriniz. Bu konuyla ilgili
farkl gorisler vardir ancak buradaki anahtar nokta tliim adaylara karsi ayni tavrin
sergilenmesidir. Herkesin, bu gibi bir temasin adayin yararina oldugunu ve secim
surecinin bir parcasi olmadigini bilmesi gerekir.

Secim toplantisinin  hazirlanmasi: kullanilacak secim ydntemlerine karar verin.
Uygulamali bir calisma veya bir sunum olacaksa, adaylara talimatlarin iletilmesinden
sonra yeteri kadar hazirlanabilmeleri icin bolca zaman verin. Milakat icin sorulari
hazirlayin, konusulmasi gereken konular (zerinde ve hangi konulardaki sorularin
kimler tarafindan sorulacagi konusunda anlasin. Bunun icin, is tanimini ve kiside
aranan oOzellikler listesini kilavuz olarak kullanabilirsiniz. Heyetin tim Uyelerinin ayni
fikirde olmasi gerekir mi? Eder bir berabere kalma durumu veya bir digim so6z
konusu olursa karari kim verecek? Son olarak, heyet Uyelerinin yorumlarini yazmalari
icin standart formlar olmasi da yardimci olabilir.
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The Selection meeting

Make sure appropriate space is available for the meeting. It needs to be
somewhere without interruptions or too much noise or other distractions. The
physical arrangements (table, chairs etc) should be set up in advance and should
consider the best way to make the candidates feel at ease.

If there are many candidates, make sure that sufficient time is given to each.
Timing is controlled by the leader of the panel and every effort should be made
not to over-run the allotted time. If there is a presentation or exercise, the
candidates should be warned shortly before it is due to end. Make sure the panel
has breaks between interviews.

It is good practice not to discuss each candidate between interviews. Use the
time to write down, individually, your impressions and conclusions on the
candidate. Then when all the interviews have finished and the panel has taken a
break and feels refreshed, the discussion should begin. The leader of the panel
should chair the discussion, and try to ensure that there is sufficient opportunity
for every member to give his or her opinion on each candidate. Some panels find
it easiest to start with an initial round of opinion regarding any candidates who
members feel would definitely NOT be suitable. If there is clear agreement then it
is not necessary to discuss those people in detail and more time is available for
reflection on the remaining candidates. Once agreement is reached on the
preferred candidate, it is helpful to ask the members to indicate any areas where
they felt that person might need extra support. This will help in preparing the
induction and in providing appropriate support and supervision during the first
months of their employment.

After the selection
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The successful candidate should be informed verbally as soon as possible.
However, the panel may decide that they wish to see references before
confirming the selection. In this case, every effort should be made to get in touch
as soon as possible with the people indicated in the application form.

It is good practice to notify the unsuccessful candidates of the decision as soon
as possible, and to give them some kind of brief feedback as to the reasons why
they were not the preferred candidates.

Once the successful candidate has accepted, then the formal procedures of
contracts, setting the start dates, preparing induction programmes etc. can start.



Secim Toplantisi

Toplanti icin uygun vyerin oldugundan emin olun. Bu mekanin, toplantinin
bolinmeyecegi bir yer olmasi ve fazla ses ve diger etkenlerden uzak olmasi
gerekir. Duzenlemelerin (masa, sandalye vs) dnceden yapilmasi ve adaylarin
kendilerini en rahat hissedecekleri sekilde olmasi gerekir.

EJer adayla sayica coksa, hepsine yeterli zamanin verildiginden emin olun.
Zamanlama heyetin baskani tarafindan kontrol edilir ve tahsis edilen zamanin
aslimamasi icin caba gosterilmesi gerekir. Eger bir sunum veya uygulamali galisma
olacaksa, adaylara siire bitmeden kisa bir slire 6nce zamanin sonuna yaklasildigi
yoninde uyari yapilmalidir. Heyetin milakatlar arasinda ara verdiginden emin
olun.

Milakatlar arasinda adaylarin tartisiimamasi gerekir. Bu zamani, adayla ilgili goris
ve dusuncelerinizi ayn ayn yazmak icin kullanin. Daha sonra tim mulakatlar
bittikten sonra ve heyette bir dinlenme molasi verdikten sonra tartisma
baglayabilir. Heyetin baskani tartismayi! yonetir ve her bir lGyeye her bir adayla
ilgili dlglincesini aktarmak igin yeterli zaman verilmesini saglar. Bazi heyetler en
kolay baslangic uygulamasinin, lyelerin kesinlikle uygun OLMADIGINI diistindgu
adaylar hakkindaki gorislerini ilk turda belirtmesi oldugu disiincesindedir. Eger
genel olarak net bir sekilde hem fikir kalinmigsa bu adaylarla ilgili daha ayrintili
olarak tartismaya gerek yoktur, bdylece geriye kalan adaylarin tartisiimasi igin
daha fazla zaman olur. Tercih edilen adayin kim oldugu yoniinde anlasmaya
varildigi zaman, Uyelere bu adayin hangi alanlarda ekstra yardima veya destege
ihtiyaci olabilecegi yoniindeki gorisleri sorulur. Bu ise baslama sirecinin
hazirlanmasina ve istihdamin ilk aylarinda uygun yardm ve denetimin
saglanmasinda yardimci olur.

Secimden Sonra
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Basarili olan adaya, mimkiin olan en kisa stirede sozlii olarak haber verilmelidir.
Ancak, heyet, bu secimi teyit etmeden 6nce referanslari gérmek isteyebilir. Boyle
bir durumda, basvuru formunda belirtilen kisilerle en kisa zamanda temasa
gecmek icin caba gdsterilir.

Basarill olamayan adaylara da en kisa siirede haber vermek ve neden tercih
edilmedikleriyle ilgili kisa bir geri bildirim sunmak iyi olur.

Basarili olan aday teklifi kabul ettikte sonra, sozlesmelerin yapildidi, ise baslama
gunlnin belirlendigi ve ise baslama programlarinin hazirlandigi vs resmi siireg
baslatilir.



Interview Evaluation

CANDIDATE'S NAME

Interview date

Interviewer

Position to be filled

Department
Department

SELECTION CRITERIA

CANDIDATE APPRAISAL (Check appropriate box on sliding scale
from not acceptable to exceptional)

Not acceptable Exceptional
1 2 3 4 6
Understanding of the
organisation Comments
NGO environment
themes
CS/CB
1 2 3 4 6
Consultancies
skills/experience Comments
NGO & CB experience
Managing
Team Management
TORs / Proposals / bids
Gender
1 2 3 4 6
Systems skills
Comments
Budget preparation/monitoring
Database/Access
Word
Excel
PowerPoint
1 2 3 4 6
Management/quality
Comments
Diplomatic
Inclusive
Motivating
Attention to detail
1 2 3 4 6
Networking / Marketing
Comments

Evidence of ability to network
and build client relationships
Evidence of desire to
represent the organisations
best interests
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ADAYIN ADI

Miilakat Tarihi

Miilakati yapan kimse

Doldurulacak pozisy

Bolum

ADAY DEGERLENDIRMESI( Kabul edilemeyenden Tercihiye kadar

SECIM KRITERI kayan élgiimde dogru kutuyu isaretleyiniz)
Kabul edilemeyen Tercihi
« 1 2 6
Orgiitii kavrama
Yorumlar
NGO c¢evre temalari
CS/CB
1 2 6
Danigmalar
yetenekler/deneyim Yorumlar
NGO & CB deneyimi
Yonetim
Takim YOnetimi
TORIar / Oneriler / teklifler
Cinsiyet
Sistem yetenekleri 1 2 6
Yorumlar
Biltce hazirlanmasi/izleme
Veritabani/Erigim
Word
Excel
PowerPoint
Yénetim/kalite 1 2 6
Yorumlar
Diplomatik
Kapsayan
Motive edici
Detayli ilgi
Networking / Marketing 1 2 6
Ag baglantilarina ve musteri Yorumlar

iligskileri kurabilem yeteneginin
kanitlari

Orgditin en iyi ilgi alanlarini
temsil etme isteginin kaniti

42




Personality

Friendly

Flexible

Organised

Proactive

Takes responsibility
Prioritises well

Calm under pressure

1

2 3

Comments

MOBILITY

Candidate’s level of flexibility to travel

Please describe.

LANGUAGE SKILLS

I:I English I:I German I:IFrench

Others:

I:I Spanish

OVERALL IMPRESSION
Support or decline employment:

OTHER COMMENTS

Signature:

Date
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Kisilik
s 1 2
Arkadascanlisi Yorumlar
Esnek
Organize

Onleyici Tedbirler alan
Sorumluluk alan
Oncelikleri iyi

Baski altindan sakin

HAREKETLILIK
Adayin seyahat esnekligi.Lltfen agiklayiniz.

LISAN YETENEKLERI

I:I ingilizce I:I Almanca

Digerleri:

I:I Fransizca I:I ispanyolca

GENEL iZLENIM
ise alimi destekle veya reddet:

DIGER YORUMLAR

imza:

Tarih
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RECRUITING VOLUNTEERS

The process of recruiting volunteers to your organisation can be divided into 4
separate elements:
1. Promoting the idea of volunteering to individuals who are potential
volunteers
2. Identifying the need for volunteers within your organisation and developing
volunteer roles or Terms of Reference.
3. Advertising for volunteers to fill those roles
4. Selecting individuals to fit the roles.

1. Promoting volunteering to potential volunteers
To effectively promote the idea of volunteering to individuals who may potentially be
interested in helping your organisation, you need to:

1. Involve relevant people and use creative methods to identify:

the types of people who may wish to volunteer

ways of accessing potential volunteers

the key motivations people may have for wishing to volunteer with your
organisation

2. Use appropriate cost and time-effective communication methods to access groups
of potential volunteers.

3. Help potential volunteers clearly to understand:

The importance of volunteering in meeting the organisation’s goals

How people with diverse abilities, styles and motivations can make
valuable contributions as volunteers

The volunteering opportunities available and what is involved

The commitment they need to make as volunteers

The potential benefits of volunteering and how volunteering can meet their
needs and expectations

4. Provide factual evidence to illustrate how volunteers have contributed in the past
and how they have benefited personally from doing so

5. Provide opportunities for people to investigate volunteering opportunities further
and make a commitment to becoming a volunteer

6. Refer people to other volunteering organisations where appropriate

7. Evaluate and analyse the response to your promotional activities and use this
information to improve future activities
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GONULLULERIN ISE ALINMASI

Orgiitiiniize géniillerin alinma siireci 4 ayri baslik altinda toplanabilir:

1.
2.

3.
4.

Olasi gondllilerin goénulll olmalar yoniinde tesvik edilmesi
Orgiitiintizde géniilliilere duyulan ihtiyacin belirlenmesi ve géniilliilerin
gorev veya gorev tanimlarinin gelistirilmesi

Gondllilere bu gorevlerde yer almalari icin tanitimlarda bulunmak

Bu gorevlere uyan kisilerin segilmesi

1. Olasi goniillilerin gonilli olmalar yoniunde tesvik edilmesi
Orgltiintize yardimcl olmasi muhtemel olan gondilliilere, génilli olma fikrinin etkin
bir sekilde tanitiimasi icin asagidakileri yapmaniz gerekir:

1.
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Asadidakileri belirlemek icin ilgili kisiler ve yaratici yontemler kullanin: I
a. GOnullli olmak isteyebilecek kisi modelleri
b. Olasi gonillilere erisim yollari
c. Orgiitiiniizde géniillii olarak calismak icin kisileri motive edecek anahtar
noktalar

Olasi gonilli gruplarina ulasmak icin hem zaman hem de masraf bakimindan
etkili iletisim ydntemlerini kullanin

. Olasi gondilliilerin asagidaki konular hakkinda net diislincelere sahip olmalarina

yardimci olun:

a. Orgiitiin amaclarina ulasmasinda génilliiligiin énemi

b. Farkli beceri, stil ve motivasyonlara sahip kisilerin génulli olarak nasil
degerli katkilarda bulunabilecegi

c. Mevcut gonillilik firsatlar ve bunlarin neleri kapsadigi

d. Gondllliler olarak bulunmalari gereken taahhtler

e. Gondlluligin olasi yararlan ve gondlli olmanin kendi ihtiyag ve
beklentilerini nasil karsilayabilecegi

Gecmiste gondillilerin nasil katkida bulunduklarini ve kendilerinin de bu
gondlli hizmeti verirken nasil fayda sagladiklarini gésteren gercege dayali
ornekler verin

. Kisilere gondlli olarak ¢alisma firsatlarini arastirabilmeleri ve génilli olabilmek

icin vaatte bulunmalari igin firsatlar yaratin

Kisileri, uygun oldugu durumlarda gonillii calismalarin dahil oldugu baska
orgutlere yonlendirin

Tesvik faaliyetlerinize tepkileri degerlendirin ve inceleyin ve bu bilgiyi ilerideki
faaliyetlerinizi iyilestirmek icin kullanin.



2.

Identifying the need for volunteers — developing the
volunteer role

It is necessary to obtain a broad view on the need for volunteers within your
organisation, before developing specific descriptions of how individual volunteers
may contribute. Thus, there are a number of steps to be taken before you can
attract and select the right people as volunteers. You need to:

1.

2.

Identify the contributions that volunteers can make to your organisation’s goals.

Identify roles that are suitable for volunteers with a diverse range of abilities,
styles and motivations.

. Identify the potential benefits of roles to volunteers

Ensure that roles for volunteers do not undermine or substitute the work of paid
staff and vice versa.

. Prepare role descriptions for proposed volunteer roles that clearly:

o Identify the role’s purpose, responsibilities and requirements and working
relationships
o Define the limits of the volunteer’s role

Prepare person specifications for proposed volunteer roles that clearly identify the
knowledge, skills, experience and personal qualities required

Ensure that role descriptions and person specifications comply with relevant
legislation and organisational policies.

See separate handout for more information on building up a volunteer role.
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2.Goniillillere Duyulan Ihtiyacin Belirlenmesi — Goniilliilerin
Rollerinin Gelistirilmesi

Ayri ayri gonallilerin nasil yardimcr olabilecekleri yéntindeki belirli gérev tanimlarini
yapmadan 6nce, 6rgultiiniz dahilinde goéndilliilere duyulan ihtiyag konusunda ¢ok
genis bir goriise sahip olunmasi gerekmektedir. Bu nedenle, goniilli olarak dogru
insanlari gekebilmeniz ve secebilmeniz icin takip etmeniz gereken birka¢ adim vardir.
Yapmaniz gerekenler sunlardir:

1. Gondillilerin 6rgitiinizin hedeflerine nasil katki saglayabilecegini belirleyin.

2. Farkli beceri, stil ve motivasyonlara sahip géniillilere uygun olan rolleri belirleyin.

N

. Bu rollerin/gorevlerin goniillilere ne gibi faydalari olabilecegini belirleyin

w

. Gondulltlerin gorevlerinin, Gcretli calisanlarin gdrevlerini hem de Ucretli calisanlarin
gorevlerinin gondillilerin gorevlerini zayiflatmadigindan veya onlarin yerine
gecmediginden emin olun.

AN

. Gondlluler icin, asagidaki noktalari net bir sekilde aciklayan is tanimlari hazirlayin:
a. Gorevin amacini, sorumluluklarini ve calisma iligkilerinin tanimlanmasi
b. GOndllinun rolinin limitlerinin belirlenmesi

Ul

. Onerilen goniillii rolleri/gorevleri icin kisilerde aranin 6zellikleri belirleyin. Bu
Ozelliklerin kisinin bilgisi, becerileri, deneyimi ve vasiflarini net bir sekilde
aciklayici nitelikte olmalidir.

6. Gorev tanimlarinin ve kisilerde aranan 6zellikler listesinin ilgili yasa ve 6érgtit
politikalarina uygun oldugundan emin olun.

GOnldilli Gorevierinin olusturulmasi icin daha faza bilgi icin ekteki ayri yazili materyall
okuyunuz
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3.Advertising for volunteers

In addition to engaging in a general promotion of the idea of volunteering, you will
need to attract individuals to the particular volunteering opportunities that you have
identified in point 2. above. A range of communication opportunities will need to be
identified, including that of advertising. The advertising media you use could be free,
subsidised or paid-for, and include newspapers, magazines, journals, broadcast
media, local notice boards, websites or leaflets.

You may need the help of other people such as colleagues who experience of
advertising, media buying agencies or advertising agencies. It is important that you
have a clear idea of the audience that you are aiming at, and take account of the
diverse needs of potential volunteers when drafting and placing advertisements. You
may need to give special attention to literacy levels and disabilities, including physical
and sensory disabilities, mental health difficulties and learning difficulties.
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3.Gondlliler icin Tanitim

Genel olarak goniilli olarak calisma fikrinin tesvik edilmesi yaninda, yukarida 2. bashk
altinda belirlemis oldugunuz noktalardaki goéndilliliik firsatlar igin kisileri gekmeniz
gereklidir. Bunun icin, reklamin da dahil oldugu bir dizi iletisim imkani belirlenmelidir.
Kullanacaginiz reklam medyasi (cretsiz, stibvansiyonlu veya Ucretli olabilir ve gazete,
dergi, magazin, yayin, yerel not panolari, web sayfalari veya bildiriler seklinde olabilir.

Reklam alaninda deneyimli olan meslektaslariniz, reklam ajanslari veya medyada yer
veya zaman bazinda kiralama yapan acenteler gibi kisi ve kurumlardan yardim
alabilirsiniz. Reklamlari hazirlarken veya sunarken hedef kitlenizle ilgili net bir fikre
sahip olmaniz ve olasi gondllilerin gesitli ihtiyaglarini dikkate almaniz énemlidir. Okur
yazarlk derecelerine ve fiziksel veya duyusal engellerine, zihin saghgi zorluklarina ve
o6grenme zorluklarina 6zellikle dikkat etmeniz gerekebilir.
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The steps to consider when selecting advertising media are:

1.

Identify advertising media that are appropriate for reaching diverse groups of
potential volunteers.

Identify the budget available for recruiting volunteers and select the most
appropriate advertising media in order to reach potential volunteers cost-
effectively within the budget.

. Select advertising media that comply with relevant legislation and your

organisation’s policies.

Get help from competent specialists to identify and select appropriate media
where necessary.

. Monitor and evaluate the responses from different media and use this information

to improve your selection of media in the future.

Once the media is selected, it is necessary to draw up clear, concise and interesting
advertisements that cover the following items, as appropriate:

e Your organisation’s goals and the importance of volunteering in achieving
them

The volunteering opportunities available

The roles and activities involved

The knowledge, skills, experience and personal qualities required

The geographical location(s) of the volunteering opportunities

The time commitment required of the volunteers

The potential benefits of the volunteering opportunities for volunteers
What people have to do to apply to become a volunteer

What people have to do if they want further information

Ensure systems are in place to deal with responses and any queries from
advertisements, and to help respondents decide whether to volunteer.
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Reklam secerken takip etmeniz gereken adimlar:

1. Olasi gondllilerin farkli gruplarina ulasmak icin uygun olan reklam medyasini
belirleyiniz

2. Gondlldleri ise almak icin mevcut olan bltceyi belirleyin ve olasi géniillilere bu
buitce icerisinde masraf bakimindan en uygun olacak sekilde ulasilabilecek en
uygun reklam medyasini secin

3. Ilgili yasa ve orgiit politikaniza uygun olan reklam medyasini segin

4. gerekli olan yerlerde uygun medya aracinin belirlenmesi ve secilmesi icin yetkili
uzmanlardan yardim alin.

5. Farkl medya araglarindan gelen tepkileri gdzlemleyin ve degerlendirin ve bu
bilgileri ilerideki medya seciminizi iyilestirmek igin kullanin.

Medya araci secildikten sonra uygun sekilde asagidaki unsurlari kapsayacak acik, net,
kisa ve 6z ve ilging reklamlar hazirlanmasi gerekir:

Orgiitiinliziin amaclari ve bu amaclara ulasmak icin géniilliliigiin nemi
Sunulan gonillilik firsatlarinin ne oldugu

Dahil olan gorev ve faaliyetler

Gereken bilgi, beceri, deneyim ve kisisel vasiflar

Gonulli calismalarin cografik konumlari/konumu

GoOndlltlerden vermeleri istenen stire

Gonulli galismalarinin gondilliilere saglayacagi olasi faydalar

Kisilerin, gonllli calismak icin bagvuruda bulunmak icin neler yapmasi
gerektigi

e Kisilerin daha fazla bilgi almak igin neler yapmasi gerektigi

Kisilere ilgilenmeleri halinde yanit ve sorularini karsilayabilecek ve génulli olup
olmama konusunda kararlarinda onlara yardimci olacak bir sistemin var oldugundan
emin olun.
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4.Selecting the volunteers

Once individuals have decided that they would like to volunteer with your
organisation, and are interested in the role that you have advertised, then there
needs to be a consistent approach to selecting the right people:

. involve relevant people from your organisation in the process of selection

meet with interested individuals in order to:
e help them to express their motivations for volunteering
e provide sufficient information to allow them to identify how the volunteer
role/s available could meet their needs and expectations
e assess their experience and the extent to which they possess the
knowledge, skills and personal qualities required for the role/s
e identify what support and supervision they may require

. after the meeting discuss with your colleagues whether the individual does

provide a good fit with available role/s. If they appear to be good volunteer
potential but do not meet the specific requirements of that role, then there may
be other volunteering opportunities within the organisation and it would be
important to explore these with the individual.

Take up references if possible, and check the individual’s qualifications and
background where appropriate. If the individual will be working with children or
vulnerable adults it would be advisable to check that they do not have any record
of abuse or maltreatment.

Once verbal agreement is reached, it is good practice to enter into a formal written
volunteering agreement. These are in common use, and would tend to state the
following:
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e The volunteer role and the activities involved

e The code of conduct expected of volunteers

e The training, support and supervision the volunteer can expect from your
organisation

e The out-of-pocket expenses that will be reimbursed by your organisation

e Any organisational policies that are relevant to the volunteer role



4. Goniilliilerin Secilmesi

Kisilerin érgutiinizde gondlli olarak galismak istediklerine karar vermelerinden ve
reklamini yaptiginiz goérevle ilgilendiklerine karar verdikten sonra, dogru insanlarin
secilmesi icin tutarli bir secim politikasi olmasi gerekir:

1. Orgiitiiniiziin icerisinden secim siireci icin uygun kisileri siirece dahil edin.

2. Ilgilenen kisilerle asagidaki konular igin gériisiin:
e GONUllG olmak icin motivasyonlarini ifade etmelerine yardimcr olmak
e Sunulan gonlli gérev(ler)inin onlarin ihtiyag ve beklentilerini nasil
karsilayacagini belirleyebilmeleri icin yeterli bilgi vermek
e Deneyimlerini ve gdrev igin gerekli bilgi, beceri ve vasiflara ne kadar sahip
olduklarini degerlendirin
o TIhtiyac duyabilecekleri destek ve denetimi belirleyin

3. Goriismeden sonra meslektaslarinizla, kisinin géreve uygun olup olmadigini
tartisin. EGer iyi bir gonilli potansiyeli olusturmussa ancak o gorev icin gerekli
Ozellikleri tagimiyorsa, o zaman belki 6rgit icerisinde gonulli olarak
calisabilecekleri bagka goérevler bulunabilir ve bu goérevleri kisi ile birlikte
kesfetmek 6nemlidir.

4. Miumkiinse referans alin ve uygun oldugu durumlarda kisinin niteliklerini ve
gegmisini arastirin. Kisinin cocuklarla veya zayif yetiskinlerle calisacagdi
durumlarda, taciz veya kot davranis sabikalarinin olmadigini kontrol edin.

Sozlu olarak anlasmaya varilinca, yazih bir goniillii sozlesmesi yapmak iyi olur.
Bunlar genelde kullanilan uygulamalardir ve asagidaki konulari igerir:

Gonulli calisanin gorevi ve gorevin hangi faaliyetleri icerdigi

Gondlltlerden beklenen calima sekli

Gonullinin orglitiinizden bekleyebilecegdi egitim, destek ve denetim
Orgiitiiniiz tarafindan sonradan kisiye geri 6denecek olan cepten harcamalar
GOnullinin godrevi ile ilgili olan tim 6rgt politikalari
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Getting People To Volunteer — an extract from ‘Volunteer Management’ : a
manual from the National Minority Aids Council, USA.

Getting people to support a cause by giving their time is an ongoing challenge for most
nonprofit organizations. It's recommended that you appoint a volunteer manager to serve as
the liaison among the volunteers, staff and public. The volunteer manager also will help the
staff understand the need for volunteers, the costs associated with volunteers and the
commitment required from both staff and volunteer perspectives, which should be discussed
prior to starting the volunteer recruitment campaign.

Ask the following questions as a guide for launching your recruitment campaign:

A. Who Are We Trying to Recruit?
In trying to fill volunteer positions, focus first on which specific skills, interests,
viewpoints,prior experiences, personality traits and resources you need. Make a list, then
focus on the top two or three items. Your objective is to match the needs of the position
with the skills and interests of the individual. People tend to respond favorably to an appeal
to their unique abilities and interests.

Having decided what is needed and who would be well-suited to that type of position,

you are now, and only now, ready to recruit volunteers. Recruiting is easier if you have some
particular types of people in mind, because that lets you target your message to the needs
of that group. Conversely, messages sent to the general community have to apply to
everyone and often wind up speaking to no one.

Decide who in your organization is best suited to coordinate the recruitment campaign.
Look for someone who is enthusiastic and knowledgeable about the work of your
organization.

In drafting your recruitment message, use a personal appeal; indicate in very specific

terms what someone would gain from joining your organization as a volunteer. Indicate how
particular interests, hobbies, skills, prior experiences, contacts and personality would be well
suited to volunteering. Clearly and honestly explain what type of tasks are involved, how
much time volunteering requires, and what is expected. Do not downplay the time or tasks
involved. We often tell people, "It won't take much time,” and then complain afterwards
when they do not give it much time.

Clarify your expectations. People are reluctant to take on tasks for indefinite periods of

time. When your request includes a specific time commitment, the response is often, “Oh, if
that is what you want, I can handle that.” If you find that everyone is turning you down, go
back to the drawing board and redefine the position to make it more realistic and attractive
in terms of tasks and time commitment.

Be positive. Focus on the personal benefits to be gained from serving as a volunteer.

Convey your own enthusiasm and commitment to the project. If you are not excited, it is
hard to excite others. The way you recruit clearly conveys how important you feel the
position is. Casual and careless recruitment will likely lead to casual and careless
participation.
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Kisileri Goniilli Olmaya Tesvik Etme — ‘Goniillillerin Idaresi: Ulusal Azinhk
Yardimlar Konseyi, ABD’den bir Alinti.

Insanlarin zamanlarini vererek bir amaci desteklemesini saglamak, bircok kar amaci
gutmeyen kurulus icin, devam eden bir zorluktur. Gondilliler, calisanlar ve halk arasinda bir
bagdlanti unsuru olarak gérev yapmasi icin bir gonllii calisma miidiirli atamaniz tavsiye edilir.
Bu gonilli cahisma midari ayni zamanda calisanlarin  gonillilere duyulan ihtiyac,
gondllilerle ilgili giderleri ve hem calisanlardan hem de gonillillerden beklenen bagllik ve
taahhidl anlamalarina yardimcr da olacaktir, ki bularin goénulli olarak calisan alimi
kampanyas! baslamadan dnce tartisilmasi gerekir.

GOndlli ahmi kampanyaniza baslamadan once size kilavuzluk etmesi amaciyla asagidaki
sorulari sorunuz:

A. Kimleri Almaya Calisiyoruz?

Gondlldler icin acllan pozisyonlari doldurmaya calisirken, ilk énce hangi beceri, ilgi, bakis
acisi, deneyim, kisilik 6zelligi ve kaynaklara ihtiyaciniz oldugu konusuna odaklanin. Sonra bir
liste yapin ve ilk iki veya Ug konu lizerine yogunlagin. Amaciniz, bu ihtiyaglarla kisinin beceri
ve ilgi alanlarini eslestirmektir. Insanlar genelde essiz beceri ve ilgi alanlarina ilgi
duyulmasina olumlu tepki verme egilimindedirler.

Ihtiyacin ne olduguna ve bu géreve kimin uygun olacagina karar verildikten sonra, simdi artik
ve aslinda ancak simdi gondlli alimina hazirsiniz. Aklinizda belirli insan tiirleri oldugu zaman
alim yapmak daha kolaydir gliinkii boylece mesajinizin hedefini bu grubun ihtiyaglarina gére
belirlersiniz. Ote yandan, genel olarak halka yonelik mesajlarin herkese uymasi gerekir ve
sonunda kimse Ustline alinmaz.

Crg[]tijpijz icerisinde bu alim kampanyasini yiritebilecek en uygu kisinin kim olduguna karar
verin. Orgltinizin calismalari ile ilgili hirsh ve bilgili birisi olmasina dikkat edin.

Alm mesajinizi hazirlarken, Kkisisel bir ¢ekicilik kullanin; cok net bir gekilde kisinin
orgltiintizde gonilli olarak calismakla neler kazanacagini belirtin. Belirli ilgi alanlari, hobiler,
beceriler, deneyimler, irtibatlar ve kisiligin goénllilige nasil uygun olacagini belirtin. Agikga
ve dirustce ne gibi iglerin dahil oldugunu, goniillii yapilacak galismanin ne kadar vakit
gerektirdigini ve beklenenin ne oldugunu belirtin. Siire veya gerekli calismayl aza
indirgemeyin. Genelde “cok zamanini almaz” deriz sonra da insanlar ise fazla zaman
ayirmayinca sikayet ederiz.

Beklentilerinizi netlestirin. Insanlar genelde bitecedi zaman belli olmayan islere kalkismaktan
hoglanmazlar. Isteminizde belirlenmis bir siire varsa genelde insanlar “Oldu o zaman,
istediginiz buysa, bunun altinda kalkabilirim” derler. Eder herkes sizi reddederse, ¢izim
tahtasina geri déniin ve pozisyonu yeniden tanimlayarak, gérev ve zaman bakimindan daha
gergekgi ve gekici bir hale donustirin.

Olumlu olun. Gonulli olarak hizmet vermekle elde edilecek kisisel getiriler Uzerine
yodunlasin. Projeyle ilgili kendi baghliginizi ve hirsinizi anlatin. Eger siz heyecanli degilseniz,
bagkalarini heyecanlandirmak glctiir. Sizin ise alim sekliniz, sizin o pozisyon icin nasil
hissettiginizi yansitir. Gelisigiizel ve dikkatsiz alimlar genelde gelisigiizel ve dikkatsiz katima
yol acar.
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B. Where Will We Find Volunteers?

In identifying the types of people you're seeking and where they might be found, you move
toward identifying the circles of people you want to reach to present your message. Word of
mouth can be one of the best ways to recruit volunteers. Ask board and staff members for
help or suggestions about where to find volunteers. Current volunteers also are excellent
recruiters if their experience has been rewarding. And people who are familiar with your
organization and its work can also offer suggestions because they know your “product.”

Target your audience as much as possible to assist with matching skills and interests to

the needs of your organization. You may need a volunteer to assist with activities for
children of parents living with HIV/AIDS. Likely places to look for volunteers include:
students majoring in counseling, health-related areas, youth development, local health
departments and hospitals.

C. How Should We Communicate with Them?

In general, the most effective means of recruiting volunteers are those in which two-way
communication is possible. Information and orientation meetings, courses, speaking
engagements and one-to-one appeals are effective recruitment techniques because of their
direct, personal nature. Another way to communicate your message is to offer a course to
the public on what your organization does. This not only serves as a first step in training new
volunteers, but also provides a significant service to the community and has public relations
value for the organization. You could offer a course on “Counseling for Children of HIV/AIDS
Parents,” for example. Throughout the course you can talk about your volunteer program
and have information available at the end of the session.

Recruitment messages should have three parts:

1) Statement of Need:

Most recruiting messages seldom talk about why we want the person to do a certain job.
They only talk about the activities the person will perform. By including a statement of need,
people know how they can help solve a problem rather than merely doing some activity.
Rather than saying, “Our center needs volunteers to tutor children,” it is better to say, “Many
children are failing in school because of a lack of affordable after-school/tutorial services.”
The statement of need prompts a potential volunteer to think, “Somebody ought to do
something about that.”

2) Job Description:

Your message will be more powerful if you describe tasks and activities in terms of the need
because not everyone will be able to figure out why such activities are important. For
example, volunteers will provide one-on-one tutoring to youth to reduce the tutor/student
ratio. This will give the youth greater assistance in improving academic performance

3) Benefits:

Doing something worthwhile is not the only reason why people volunteer. Your message
should show potential volunteers that other needs could be met by doing volunteer work at
your organization. For example, experience will be gained in teambuilding, conflict
resolution, effective communication and networking. This will also help reduce turnover and
burnout.
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B. Goniilliileri Nerede Buluruz?

Aradiginiz insan modelini ve nerelerde bulunabileceklerini belirlerken, mesajinizi iletmek igin
ulasmak istediginiz insan halkalarini belirlemeye dogdru ilerlersiniz. Konusmak, gondlli alimi
icin en iyi yontem olabilir. Gondilliileri nerede bulacaginizla ilgili olarak calisanlarin ve kurul
Uyelerinin fikrini ve O&nerilerini isteyin. Deneyimleri kendileri icin iyi olmusgsa, mevcut
gondlltiler de baska gondillilerin alinmasinda mikemmel rol oynarlar. Ve &6rgutinizi ve
calismalarini tantyan kisiler de “trtniniza” bildikleri icin énerilerde bulunabilirler.

Hedef kitlenizin, mimkiin oldugunca Orgitiiniziin ihtiyaclarlyla Ortlisen beceri ve ilgi
alanlarina sahip kisilerden olusmasina dikkat edin. Ebeveynleri HIV/AIDS tasiyicisi olan
cocuklarin faaliyetlerine yardimci olacak bir génilliye ihtiyaciniz olabilir. Bu gibi gondallilerin
en yuksek olasilikla bulunacadi yerler rehberlik/danismanlik, saglkla ilgili alanlarda, gocuk
gelisimi, okuyan Universite 6grencileri, yerel saglik birimleri ve hastanelerdir.

C. Nasil Iletisim Kurabiliriz?

Genelde, gonilli alimlarindaki en etkili yollar, iki tarafli iletisimin mimkiin oldugu
yontemlerdir. Bilgilendirme ve oryantasyon toplantilari, kurslar, konusmalar ve bire bir
iletisim etkili alim ydntemleridir ciinkii dolaysizdirlar ve kisiseldirler. Mesajinizi iletmenin bir
bagka yolu da 6rgitliniiziin calismalarinin aktarildi bir kursu halka sunmaktir. Bu yalnizca yeni
gondllilerin egitilmesinde bir adim degil ayni zamanda topluma da bir hizmettir ve ayrica
orgut icin de halkla iliskiler konusunda bir artidir. “*HIV/AIDS taslyan Ebeveynlerin Cocuklarina
Rehberlik/Danismanlik” baslikli bir kurs diizenleyebilirsiniz 6rnegin. Kurs esnasinda gonilli
programinizdan bahsedebilir oturumun sonuna da daha fazla bilgi verebilirsiniz.

Allm mesajlarinin ti¢ bélimden olusmasi gerekir:

1) Ihtiyacin Belirtiimesi:

Bircok ise alim mesajinda kisinin belirli bir isi neden yapmasini istedigimizden ¢ok ender
bahsedilir. Sadece kisiden yapmalarini istediklerinden bahsederler. Ihtiyaci belirtirseniz,
insanlar yalnizca bir etkinlik yapmak yerine bir sorunun ¢éziimiine nasil yardim edeceklerini
de bileceklerdir. “Merkezimizde cocuklara 6zel ders verecek kisilere ihtiyacl var” demek yerine
“Birgok gocuk okul sonrasi ¢6zel derslerin lcretlerinin karsilanamamasindan dolay! basarisiz
olmaktadir” demek daha iyidir. Bu ihtiyacin belirtiimesi olasi gondilllinin “Birisinin bu konuda
bir seyler yapmasi gerekiyor” diye diisinmesine neden olabilir.

2) Is Tanimi:

Gorev ve aktiviteleri ihtiyag bazinda anlatirsaniz mesajiniz daha etkili olur ¢linkii herkes bu
aktivitelerin  neden ®nemli oldugunu alamayabilir. Ornegin, goniilliler genclere
editmen/6grenci oranini disiirmek icin bire bir 6zel ders verecek. Bu, genclere akademik
performanslarini artirmakta yardimci olacak.

3) Faydalari:

Degerli bir seyler yapmak, insanlarin gondilli olmalarindaki tek neden degildir. Mesajiniz olasi
gonlllilere orgltinizde gondlli olmanin  baska ihtiyaclari da karsilayabilecegini de
gostermelidir. Ornedin, takim calismasinda, anlasmazlik ¢éziimiinde, etkin iletisimde ve ag
kurmada deneyim sahibi olunur. Bu ayrica isten hizlica giris ve gikisi ve asir yorgunlugu da
onler.
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Volunteer managers must make good use of marketing techniques to ensure that volunteer
work competes with all the other ways people can spend their free time. Know to whom your
volunteer jobs appeal and why, then use that information to decide where to recruit and
which methods to use. This may sound like manipulation, but it's not. It's marketing:

Your organization has something to offer potential volunteers and your message and
materials should state your case honestly and directly. A year-round public relations program
is a valuable adjunct to any successful recruitment drive. The more visible your name, the
better.
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Gonlllu gahisma muddarlerinin pazarlama tekniklerini gok iyi kullanmasi ve génulli ¢alismanin
insanlarin vakitlerini gecirebilecekleri diger seylerle rekabet edebilmesini saglamasi gerekir.
GOnlli iglerinizin kime neden gekici geldigini bilin ve bu bilgiyi nerelere alim yapacadiniza ve
hangi yontemleri kullanacaginiza karar vermek igin kullanin. Bu manipilasyon gibi goriinebilir
ama degil. Bu pazarlamadir:

Orgiitiiniiz olasi géniilliilere bir sey sunuyor ve mesajinizin ve materyallerinizin meseleyi
durGstge ve direkt olarak yansitmasi gerekir. Tum basarili alim calismalarinda yillik bir halkla
iliskiler programi her zaman yardimaidir. Isminiz ne kadar gortinlrse, o kadar iyi.
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Thirty-Five Recruitment Ideas

1. Offer presentations illustrating clients being served by volunteers at neighborhood
association meetings.

2. Offer a program for large companies on ways to volunteer in your organization
for use in their pre-retirement seminars.

3. Talk to the manager of your local cable TV program at a high school or college
station about an opportunity to present a program on your organization.

4. Never leave a meeting where you have given a talk about your organization
without getting the name and contact information of everyone interested.

5. When you make a presentation to a large group, take several volunteers with you.
6. Get lists of other organizations in your area to see if they can help your recruitment
effort.

7. Research clubs, groups and schools that include among their activities a project
similar to the work or your organization.

8. When speaking with potential volunteers, consider ways to focus the message
on your client needs, not your organizational history.

9. Work with other volunteer groups in your community to sponsor a volunteer

fair at a mall or local company.

10. Ask your newspaper to donate space in its classified ad section for volunteer
job openings.

11. Ask churches to announce your volunteer needs to their congregations.

12. Contact high school and college department heads to see if volunteering with
you can become a part of a class assignment.

13. Talk to personnel directors of companies to see if they can direct retirees and
current employees to you.

14. Create a “Resource Inventory” file of groups, individuals, media and businesses.
15. Don't forget that you can recruit whole groups of volunteers to help you with

a project.

16. When trying to involve minorities, find leaders in that community to help you recruit.
17. When trying to enlist teachers, pastors or community leaders, ask one of their
colleagues or members to help persuade them.

18. Speak the language of the person you are trying to recruit. For example, if you
are trying to recruit college students, explain how their volunteer experience

can be good for gaining related work experience and establishing networks in

their field of study.

19. When trying to recruit a group, look at its creed or mission and use some of its
wording in your presentation. Some of these groups may include the Girl Scouts

or college organizations.

20. When enlisting others, always tell why you are personally committed to your work.
21. Always recruit volunteers on the basis of the service to clients.

22. When trying to recruit businesses, look up their advertising slogan and build it
into your presentation.

23. Tell people what they will do, how long they will be expected to do it.

Talk about who will benefit.

24. Remember that you are trying to encourage volunteers to say “yes” — not twist
their arms into volunteering.

25. Never use guilt when trying to recruit.

26. Be honest and up front with people when trying to recruit.

27. Avoid “first warm body through the door” methods of recruitment. Do not
accept the first person who comes by. They may not have the qualifications

you are seeking.

28. Ask grocers to stuff flyers about your program into grocery bags.
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Otuz Bes iIse Alim Fikri

1. Yerel kurulus toplantilarinda gondilliler tarafindan hizmet alan alicilari/misterileri gosteren
sunumlar yapin

2. Blyuk sirketlere emeklilik dncesi seminerlerinde kullanabilecekleri, drgitiintizde gonallilik
programlari sunun

3. Bir lise veya Universitenin TV kanalindaki bir program mudurlyle gortsip ona drgutintzle
ilgili bir program yapmasini énerin

4. Asla orgitinizle ilgili konusma yaptiginiz bir toplantidan ilgilenen kisilerin isim listesini ve
irtibat bilgilerini almadan ayriimayin

5. biyik bir gruba sunum yapmaya giderken yaninizda birkag gonulli de gétirin.

6. Bolgenizde bulunan ve size alim konusunda yardimcl olabilecek diger orgitlerin listesini
alin

7. Orgiitiiniize veya calismalarina benzer bir etkinligi olan kullip, grup ve okullar arastirin

8. Olasi gondlltlerle konusurken alicilarin ihtiyaclarina odaklanin, 6rgitintzin gegmisine
degil.

9. Toplulugunuzdaki diger gondlli gruplariyla bir alis veris merkezi veya yerel bir sirkette bir
gonullilik fuar yapilmasi icin ortak bir calisma yapin

10. Gazetenizden reklam ve ilan sayfalarinda gondlli isler icin bir bélim ayirmasini isteyin.
11. Kiliselerden, cemaatlerine gonilll ihtiyacinizi duyurmalarini rica edin.

12. Lise ve Universite bolim baskanlariyla gérisiip, érgiitiiniizde goniillii calismanin bir 6dev
olarak verilebilme olasiligi olup olmadigini konusun

13. Sirketlerin personel muddurleriyle konusup emeklileri veya mevcut calisanlan size
yonlendirmelerini talep edin

14. Grup, kisi, medya ve is yerlerinden olusan bir “kaynak Envanteri” dosyasi olusturun.

15. Unutmayin ki bir grup gonalltiyt size bir projede yardimci olmalari igin ise alabilirsiniz.

16. Azinliklari dahil etmeye calisirken, o toplumun liderlerini bulup size ise alim konusunda
yardimci olmasini rica edin

17. Ogretmen, rahip veya toplum liderlerini listeye dahil etmeye calisirken meslektaslarindan
veya Uyelerinden onlar ikna etmeye yardimc olmalarini rica edin

18. Ise almaya calistiginiz kisiyle ayni dili konusun. Ornegin, Universite 6grencilerini ise
almaya calisiyorsaniz, gondiillii olarak edinecekleri deneyimin is deneyimi ve ag kurma
konusunda kendilerine fayda saglayacagini belirtin.

19. BUtun bir grubu ise almaya caligirken, itikat veya misyonlarina bakin ve sunumunuzda
bunlara dahil olan kelimelerden kullanin. Kiz Izci Gruplar veya (iniversite drgiitleri bunlar
arasinda olabilir.

20. Digerlerini listeye alirken, siz kendinizin neden isinize bu kadar bagh oldugunu soyleyin.
21. Her zaman gonulli ahmini mugsteriye/alictya hizmet bazinda yapin

22. Is yerlerini géniillii calismalara alirken, reklam sloganlarini bulun ve onu sunumunuzda
kullanin

23. Insanlara ne yapacaklarini ve ne kadar siireyle bunu yapacaklarini sdyleyin. Kimin bu
isten fayda saglayacagini belirtin.

24. Unutmayin ki gondillileri “evet” demeleri icin cesaretlendirmeye calisiyorsunuz — kollarini
biikerek gonuillii olmaya zorlamaya degil

25. Gondllu olarak ise alim esnasinda asla sugluluk duygusunu kullanmayin

26. Gonulli olmalarini saglamaya galisirken diiriist olun.

27. Gonlilli olarak ise alim esnasinda “kapidan ilk giren” ydnteminden kaginin. ilk ugrayan
kisiyi kabul etmeyin, aradiginiz 6zellikleri tasimiyor olabilir.

28. Manav ve bakkallardan alis veris torbalarina bildirilerinizden sikistirmalarini rica edin
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29. Explain large volunteer jobs by breaking the tasks involved into smaller
components.

30. Be careful about recruiting people to titles without explaining the actual job
functions and responsibilities.

31. Diagram where people will fit into the overall pattern of work.

32. ALWAYS offer a job description — even if it's a simple, one-sentence sketch
of the work to be performed.

33. Don't recruit until you know what you are doing and what the volunteers are
going to be doing.

34. Appeal to your current volunteers to recruit their friends.

35. Ask the local chamber of commerce to disseminate material to newcomers
about your organization and its needs.
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29. Buiylik gondlli calismalarini kapsadigi daha kiigiik unsurlar agiklayarak anlatmaya calisin
30. Isin iglev ve sorumluluklarini agiklamadan Kisileri is basliklarina gére goniillii olarak ise
almayin

31. Insanlarin tiim calisma diizeninde nerede olacaklarini gésteren semalar cizin.

32. HER ZAMAN is tanimini gésterin — bu yapilacak isi tanimlayan sadece tek cimlelik bir
skeg de olabilir.

33. Ne yaptiginizi ve gondilliilerin ne yapacadini bilmeden gonillii olarak ise alim yapmayin.
34. Mevcut gondilliileri arkadaslarini da goniilli olarak calismaya ikna etmeye gagirin.

35. Mahalli Ticaret Odasi’ndan yeni gelenlere 6rgitiiniz ve calismalariyla ilgili materyal
vermesini rica edin.
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Young volunteers as vehicles of change
22 February 2007 by Deepanjali Kakati

New Delhi, India: A sharp breeze cuts through the swaying grass but fails to dampen the
enthusiasm of a bunch of students from New Delhi's Sanskriti School as they take off their shoes and
wade into the Yamuna River on a cold December morning. They have come to chart the course of the
river and understand how its relatively clean water turns totally murky as soon as it enters the city.
Vimlendu Jha, who designed this course on environment education for three schools in New Delhi,
rolls out the shocking facts -- more than three billion liters of chemical waste and untreated sewage
get dumped each day into the Yamuna, the source of 70 percent of the city's drinking water. The
responsibility for cleaning it up, he says, lies not only with the government but also with common
people like you and me.

The awareness trip is part of Bridge the Gap, an environment education course running in Vasant
Valley, Shri Ram and Sanskriti schools in New Delhi. Bridge the Gap tries to help students understand
their ecological environment and develop a sense of responsibility for it. "We work with rich schools
from where we earn our resources and spend it in poor schools where we do it for free," says Jha,
explaining the cross-subsidizing format.

After graduation from New Delhi's St. Stephen's College in 2000, Jha postponed further studies in
order to launch the We for Yamuna campaign. Disgusted with the condition of the river, he started
the movement with 10 people to create awareness about how the Yamuna was being polluted and
what needed to be done to clean it up. Within a few months, they were able to mobilize more than
500 volunteers.

The organization has now grown into a full-fledged NGO called Swechha-We for Change Foundation,
which is active in the fields of environmental conservation, empowerment and social consciousness.
Swechha has engaged with more than 5,000 young volunteers in the past six years. "One form of
volunteering is when we work for you or for your cause. The other form is when volunteers are given
a message and they take it forward on their own. It's a very interesting model where the target of
change becomes the vehicle of change," says Jha.

Among the many organizations promoting social change through youth volunteerism is the New Delhi-
based Pravah. Started in 1992 by a group of young professionals, it works with students as well as
teachers to build social responsibility. Its programs enable young people to understand and debate
social issues.

Pravah's SMILE program (Students Mobilisation Initiative for Learning through Exposure) helps people
aged 17 to 25 volunteer with urban and rural NGOs, address social issues through youth clubs and
influence public opinion through campaigns. The program is operational in 15 colleges in New Delhi
and 22 other cities in India.

Whether it is street plays to raise awareness about civic responsibilities or initiating dialogues on
sexual harassment in public transport, the youngsters spread the message with creativity and
enthusiasm. Each volunteer is expected to put in at least 80 hours of work in New Delhi and spend
four to six weeks outside the capital.

Swechha's programs are driven forward by enthusiastic youngsters, too. "Young people just need the
right platform and somebody needs to channel their energy," says Jha, who is 27. "One very
important thing we do in most of our volunteering programs is that we try to make people realize
their self-worth-who am I, how am I different, what is my potential and where do I place myself in
society."

Self-development is a key element of volunteerism and participants are often driven by the desire to
bring about positive changes in their surroundings. In the process, they learn to work in groups and to
communicate. While many do it just to help the less fortunate or spread a social message,
volunteering has also become a good way for students to build up their resumes, learn new skills or
make contacts that can help them in their careers.
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Degisim araci olarak geng goniilliiler
22 Subat 2007 Deepanjali Kakati

Yeni Delhi, Hindistan: Serin bir riizgar otlar yararak esiyor ancak Yeni Delhi’'nin Sanskriti
Okulu’ndan bir avug 6grencinin sevkini kiramiyor ve soguk bir Aralik sabahinda 6grenciler
ayakkabilarini cikarip Yamuna Nehri'nin sularinda ilerliyorlar. Buraya nehrin akis seyri hakkinda veri
toplamaya ve gorece temiz olan suyunun neden sehre ulasir ulasmaz tamamen bulanik bir hal aldigini
anlamaya gelmigler.

Yeni Delhi'deki ¢ okul icin bu cevre editim dersini hazirlayan Vimlendu Jha, carpici gercekleri agikliyor
— her giin {ig milyar litreden fazla kimyasal atik ve aritilmamis pis su sehrin igme suyunun yiizde 7Qini
karsilayan Yamuna'ya dokiiliyor. Nehri temizleme sorumlulugu sadece devletin dedil, sizin ve benim
gibi sokaktaki insanlara da ait.

Bu bilinclendirme gezisi, Yeni Delhi’deki Vasant Valley, Shri Ram ve Sanskriti okullarinda verilen gevre
editimi dersi, Bridge the Gap'in (Agidi Kapatin), bir parcasi. Jha parasal destegin bicemini anlatiyor,
"Zengin okullarla galisip onlardan sagladigimiz kaynaklar dersi (icretsiz verdigimiz fakir okullarda
harciyoruz."

2000 yilinda Yeni Delhi‘deki Aziz Stefan Koleji'nden mezun olduktan sonra Jha Yamuna icin biz
kampanyasi'ni baglatmak icin egitimini erteledi. Nehrin durumunu igreng bulan Jha, Yamuna’nin nasil
kirletildigi ve temizlenmesi icin ne yapilmasi gerektigi konusunda farkindalik yaratmak icin 10 kisi ile
birlikte hareketi bagslatti. Bir kag ay icinde 500den fazla géndllilyl harekete gegirebilecek noktaya
gelmiglerdi.

Orgiit bugiin Swechha-We for Change Foundation (Degisim icin Biz Vakfi) adinda tam tesekkiillii bir
STO olmus ve cevre koruma, yetkilendirme ve toplumsal bilinglendirme alanlarinda faaliyet
gostermektedir. Swechha son alti yilda 5000den fazla geng goniillii ile galisti. "GondllGlGgiin
bicimlerinden biri siz veya sizin davaniz icin calismaktir. Bir diger bicimi ise goniilliilerin, kendilerine
verilen mesaji tek baslarina dah da ileriye tasimalardir. Degisim hedefinin dedisim aracina dontistigi
oldukga ilging bir model bu,” diyor Jha.

Geng gondillGldler aracihdiyla toplumsal degisimi yaymayi hedefleyen pek ¢ok 6rgiitten bir tanesi de
Yeni Delhi’de bulunan Prayah. 1992°de bir grup profesyonel tarafindan kurulan 6rgiit toplumsal
sorumlulugu gelistirmek icin hem 6grenciler hem de 6gretmenlerle calismaktadir. Programlari
sayesinde gengler toplumsal sorunlari anlamakta ve tartismaktadir.

Pravah’nin SMILE programi (Students Mobilisation Initiative for Learning through Exposure) 17 ile 25
yas arasindaki genclerin kirsal ve kentsel STOlere goniillii katilarak, genclik kullipleri aracilidiyla
toplumsal sorunlarla ilgilenmelerine ve kampanyalar sayesinde kamuoyunu etkilemelerine yardimci
olmaktadir. Program Yeni Delhi‘deki 15 kolejde ve Hindistan'in diger 22 sehrinde uygulanmaktadir.

Ister yurttaslik sorumluluklari konusunda bilinclendirmeye ydnelik sokak tiyatrolari veya toplu tasim
araglarinda cinsel taciz konusunda konusma baslatmak olsun, gengler mesaji yaraticilik ve sevkle
yayiyorlar. Her gonilliniin Yeni Delhi'de en az 80 saat calismasi ve baskent disinda da dort ile alti
hafta gegirmesi bekleniyor.

Swechha'nin programlari hevesli gengler tarafindan da yuritdliyor. 27 yasinda olan Jha anlatmaya
devam ediyor, "Geng insanlarin dogru zemine ve enerijilerini yonlendirecek bir kisiye ihtiyaci var.
GOnilli programlarimizin gogunda yaptigimiz gok 6nemli bir sey kendi dederlerinin farkina varmalarini
saglamaya galismaktir. Ben kimim, ne yonlerden farkliyim, benim potansiyelim ne ve toplumdaki yerim
ne."

Kendini gelistirme, gonilliiligiin 6nemli unsurlarindan biridir ve katiimcilar genellikle gevrelerinde
olumlu degisimlere yol agma istegiyle heveslenir. Bu siireg icinde gruplar halinde calismayi ve iletisim
kurmayi 6grenirler. Cogu bunu daha az sansh olanlara yardim etmek veya toplumsal bir mesaj
duyurmak icin yaparken, gondlliilik 6grencilerin 6zgecmislerine ekleyecek bir sey elde etmek, yeni
beceriler 6grenmek veya is yasamlarinda onlara yardimci olabilecek baglantilar kurmalari igin iyi bir
yoldur.
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Sushant Arora, a SMILE volunteer, was part of the team that made the short film It Matters for the
2003 campaign Operation Ballot Box, to encourage young people to vote. "The film stands out as one
experience that not only allows me to boast about having made a film in the very first year of my
graduation studies, but also gives me an edge over others in terms of the knowledge I gained in the
process," says Arora.

Swechha's programs also tap youthful energy in different ways. Last year the Monsoon Wooding
program brought together more than 200 young volunteers who distributed saplings throughout New
Delhi and encouraged people through street plays to rejuvenate the city's green cover. The program
includes an informal school, called the Pagdandi School, run by university student volunteers who
teach children in slums and promote awareness about sanitation and health. Swechha's music band,
Jigri, gives voice to its message of social responsibility.

Jha also takes school students on four-day exposure trips to rural areas to make them aware of the
symbiotic relationship between urban and rural India. One such trip to Mussoorie in September taught
Ameesh Bhatnagar of Shri Ram School the basics of rural life. Staying with the villagers and helping
out with their daily chores made him "appreciate the privileges I was accustomed to and how urban
society is dependent on village resources," he says.

"Mahatma Gandhi talked about how there's enough for everybody's need but not enough for
somebody's greed. For us, success means as much as you can consume and waste. But is that ideal
for our planet, is that ideal for our social institutions? That's what our programs talk about," says Jha.

Pravah's rural exposure trips for urban schoolchildren help them break stereotypes and understand
concepts like sustainable development and equitable distribution of resources. At times, these camps
also turn into revelatory experiences for the volunteers looking after the students.

Neha Buch, a volunteer at one such camp in Wardha, Maharashtra, remembers a quiet girl from New
Delhi's Sanskriti School who mostly kept to herself. On the last day, Buch saw the girl making a
temporary road in the village. To her surprise, she saw this girl carrying a basket of cow dung, laying
it on the path, leveling it with her hands and then jumping up and down to press the dung into place.
Buch still hasn't forgotten the look of pure joy on the girl's face. "That was the first time I felt at
peace....The reason why I was doing what I was doing sank in. I know each person has a true
potential. They just need a chance to realize it," she says.

Pravah's SMILE program is divided into three stages that encourage the volunteers to learn from each
other's experiences. As a first step, they meet and bond with their fellow volunteers. In the next
stage, they are taken out of New Delhi for three to six weeks where they get a chance to connect with
other communities and learn about their social realities. The concluding stage is one of reflection,
where the young participants share their experiences.

An extension of Pravah's involvement with youth is the Bridging Universities to Societies initiative with
Ashoka Innovators for the Public, based in Arlington, Virginia, in the United States. The initiative
promotes entrepreneurship among youth and students in India.

On a visit to the United States under the State Department's International Visitor Leadership Program
in 2005, Jha learned how voluntary organizations in America engage with young people on issues of
ecology. "I learnt a lot, traveling to different places, understanding different cultures, understanding
different ways of looking at things. The IVLP program was quite an eye-opener," he says.

The journey indeed is most often one of self-discovery and realization. Journalist Newly Paul from
New Delhi, who went on a Pravah awareness trip to Shahbad village in Rajasthan as a college
student, says, "All these years I had read of poverty, drought and illiteracy as chapters in a book. But
this exposure has changed my views completely. Each of these words is now alive for me-associated
with those hopeful faces that I saw in the village."
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Bir SMILE goniillisu olan Sushant Arora, genglerin oy vermesini tesvik etmek amaciyla 2003 yilinda
gerceklestirilen Operation Ballot Box (Secim Sandi§i Operasyonu) kampanyasi icin yapilan It Matters
adh kisa filmi ceken ekipte yer almis. Arora: "Lisansiisti 6grenciligimin daha ilk yilinda bir film
yaptigimi sdyleyerek dviinme imkani saglamasinin yani sira bu stiregten edindigim bilgi birikimi
bakimindan ve digerlerinden (genclerden) bir adim énde olmami sadlamasi bakimindan bu film
deneyiminin benim icin ¢ok ayri bir yeri var."

Swechha'nin programlari genclerden gesitli sekillerde yararlaniyor. Gegen yilki Muson Adaglandirma
programi Yeni Delhi'de fidan daditip sokak tiyatrolariyla insanlari sehrin yesil 6rtiistini canlandirmaya
tesvik eden 200den fazla geng gondilliyd bir araya getirmisti. Programda Pagdandi Okulu adinda,
yoksul mahallelerdeki cocuklari editen ve sihhi temizlik ve saglik hakkinda bilinglendiren Gniversite
ogrencisi gondillilerin yonettidi gayriresmi bir okul da var. Swechha'nin mizik grubu Jigri toplumsal
sorumluluk konusundaki mesajlarini dile getiriyor.

Jha ayrica kirsal ve kentsel Hindistan arasindaki sembiyotik iliskinin farkina varmalari igin okul
ogrencilerini kirsal bolgelere dort gilinliik teshir gezilerine gétiiriyor. Eylil'de Mussoorie'ye yapilan bu
tdr bir gezi Shri Ram Okulu’'ndan Ameesh Bhatnagar'a kirsal hayatin temel 6zelliklerini 6gretmis.
Anlattigina gore koylllerle birlikte yasamak ve onlara giinliik islerinde yardim etmek "aligkin oldugum
ayricaliklarin kiymetini anlamami ve sehirli toplumun kdy kaynaklarina ne kadar bagimli oldugunu
gérmemi saglad:."

"Mahatma Gandhi herkesin ihtiyacini karsilamaya yetecek kadar oldugunu ancak bir kisinin
acgozluligine yetecek kadar olmadigini sdylerdi. Bizim icin basari ne kadar tiiketebildigin ve ziyan
edebildiginle ilgili. Ancak gezegenimiz icin dogru olan bu mu, toplumsal kurumlarimiz icin dogru olan
bu mu? iste bizim programlarimiz bunu anlatiyor," diye anlatiyor Jha.

Pravah'nin kentli okul 6grencileri icin diizenledigi kirsal teshir gezileri 6grencilerin kafalarindaki kaliplari
kirmaya ve sirdurilebilir kalkinma ve kaynaklarin adil paylagimi gibi kavramlari anlamaya yardimci
oluyor. Zaman zaman bu kamplar 6grencilerden sorumlu gondilliler icin de gozlerini agan bir deneyime
dontsebiliyor.

Wardha, Maharashtra‘daki bu tiir bir kampta goniillii olarak bulunan Neha Buch, Yeni Delhi'nin
Sanskriti Okulu’ndan sessiz ve genellikle yalniz olan bir kiz hatirliyor. Kampin son giinii Buch, kizin
koyilin icinde gegici bir yol yaptigini gérmis. Saskinlik icinde kizin bir sepet icinde inek diskisi tagidigini,
yola doktiigiini ve elleriyle diizelttikten sonra bosluklari doldurmak igin izerinde zipladigini gérmis.
Buch kizin yiiziindeki mutlu ifadeyi hala unutamamis. "iste o an ilk defa icimi bir huzur
kaplad....Yapmakta oldugum seyi neden yaptigimi iyice anladim. Her insanin icinde gercek bir cevher
oldugunu biliyorum. Sadece bunu gostermek igin bir firsata ihtiyaclari var."

Pravah'nin SMILE programi goniilliilerin birbirlerinin deneyimlerinden 6grenmelerini tesvik eden ig
asamaya ayrilmis. Ilk asamada diger gonilliilerle tanisip kaynasiyorlar. Bir sonraki asamada (g ile alti
hafta arasinda bir siire igin Yeni Delhi digina gétiriliip baska insan topluluklari ile bir araya gelme ve
onlarin toplumsal gerceklerini 6grenme firsati elde ediyorlar. Sonu¢ asamasinda ise diisiinme ve geng
katilimcilarin deneyimlerini paylagsmalarn gerceklesiyor.

Pravah’nin genglerle yaptigi galismalarin bir uzantisi da merkezi ABD’de Arlington, Virginia'da bulunan
Ashoka Innovators for the Public'le baglattiklari Universitelerle Toplumu Bir Araya Getirme girisimi.
Girisim Hindistan'daki gencler ve 6grenciler arasinda girisimciligi destekliyor.

Amerikan Disisleri Bakanlig'nin Uluslararasi Ziyaretgi Liderlik Programi cergevesinde 2005 yilinda
ABD'ye yaptidi bir ziyaret sirasinda Jha Amerika’daki génilli érgiitlerin gevreyle ilgili sorunlarda
genglerle nasil birlikte calistiklarini 6grenmis. "Farkl yerlere seyahat ederken, degisik kilttrleri
anlarken, olaylara farkli bakis acilarini anlarken cok sey 6grendim. UZL programi ufkumu
genisletmeme yardimci oldu,"

Ziyaret gercekten de ¢ogunlukla kendini kesfetmek ve farkina varmakla ilgili. Kolej 6grencisi iken
Pravah’nin Rajasthan’in Shahbad kéyline yaptigi bilinglendirme gezisine katilan Yeni Delhi'li gazeteci
Newly Paul anlatiyor, "Bu kadar zaman boyunca yoksullugu, kurakhidi ve okuyup yazamamay! bir
kitabin béliimleri olarak okumustum. Ancak bu teshir gezisi bakis agimi tamamen dedistirdi. Benim igin
bu kelimelerin her biri artik canli- o kdyde gordiigiim umut dolu yiizlerle bir iliskisi var."
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Sweta Roy Kashyap, research fellow with the Indian Agricultural Research Institute in New Delhi, took
up voluntary work in Bihar's Munger district with the Self Employed Women's Association, looking for
"real satisfaction and an opportunity to work directly with people." Though she complains about the
entry of people without the necessary level of commitment into this sector, Kashyap says that her
experience helped her "grow and evolve as a person.”

Volunteering as a youngster, in fact, encourages people to dedicate their time and energy for others
later on. Rashmi Sarmah, a Guwahati-based journalist, fondly recalls the time she spent working with
sick animals as a volunteer with the Society for the Prevention of Cruelty to Animals (SPCA) in Baroda,
Gujarat, during her college years. When she landed in the United States after college and wanted to
take a break from her job at a news channel, she chose to volunteer at the Signal Mountain Animal
Shelter and an assisted living facility for the elderly called Manor House in Chattanooga, Tennessee.

"My experience at the SPCA shelter encouraged me to go ahead with something similar there," she
says. Spending time with the elderly people also helped her feel less homesick. "The most rewarding
moments were when they would eagerly want to listen to stories from India and also tell me about
their childhood days."

From : http://www.worldvolunteerweb.org/browse/sectors/gender/doc/young-volunteers-as-
vehicles.html
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Yeni Delhi’deki Hindistan Tarim Arastirma Enstitiisi'nde arastirma gorevlisi olarak ¢alisan Sweta Roy
Kashyap, "gercek anlamda bir tatmin ve insanlarla dogrudan galisma firsati elde etmek icin" Bihar'in
Munger bolgesindeki Serbest Calisan Kadinlar Dernegi’'nde goniillii olarak calismaya baglamis. Sektore
giren insanlarin Gerekli gayreti géstermeye niyeti olmayan insanlarin da bu sektére girmesinden
sikayetci olsa da Kashyap edindigi deneyimin kisi olarak kendisini olgunlastirip degistirdigini soyliyor.

Geng yasta gondlli olmak insanlarin zaman ve enerijilerini daha ileride baskalari icin ayirmaya tegvik
ediyor. Guwahati'de yasayan gazeteci Rashmi Sarmah kolej yillar sirasinda géndilli olarak Baroda,
Gujarat'daki Hayvanlara Eziyeti Engelleme Dernegi'nde (SPCA) hasta hayvanlarla ilgilenerek gegirdigi
ginleri hatirliyor. Kolej'den sonra gittigi ABD'de bir haber kanalindaki isine ara vermeye karar vermis
ve Signal Mountain Hayvan Barinagi'nda ve Chattanooga, Tennessee’'deki Manor House adli bir
yardima muhtac yasllar icin kurulmus bir kurumda goénilli olarak galismayi tercih etmis.

"HEED barinagindaki deneyimim beni ABD'de de benzer bir sey yapmaya tesvik etti." Yaglilarla birlikte
vakit gecirmek evini daha az 6zlemsine yardimci olmus. "En giizel anlar Hindistan'la ilgili hikayeleri
dinlemek ve bana kendi gocukluk gunlerini anlatmak icin heveslendikleri anlardL.”

From : http://www.worldvolunteerweb.org/browse/sectors/gender/doc/young-volunteers-as-
vehicles.html
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SAMIA AL HASANI at VISION SAVER
Case Study 2

It was a month on from that day when Samia had the conversation with Fathia about
difficulties with volunteers. Today they were going to spend the day meeting a
number of people who had expressed an interest in volunteering with Vision Saver.
Hopefully all their efforts to publicise the services of the organization and try to
recruit new volunteers will pay off, and they can find at least two more people to
strengthen the day clinics.

As Samia arrived at the Centre, she realized that they still hadnt made a start on the
new programme of expansion of their services outside of the capital. They still hadn't
identified who could work on that project. It was easy in Muscat because the
volunteer optometrists could come into the Centre when they finished their work at
the hospitals and clinics. Now they were still unsure where to expand — to the west
or to Salalah. It may depend on whether they were able to find people interested in
collaborating with them. A start would need to be made soon. Maybe they could find
someone today who would be interested in helping them to develop their ideas.

Before getting an opportunity to meet with Fathia and plan the day, she saw the new
Health Educator sitting at the table by the kitchen. Issa had just started last week,
after he had been recommended by Mohamed. Samia hoped that he would turn out
ok as that project was a very important one. If they did well, maybe the international
donors would support them with more grants. She went up to Issa for a quick
conversation: “Hello Issa, how are you settling in? Have you had a chance yet to
decide on your first steps with the new project?” Issa greeted her and explained that
he had only been in the Centre a few times since starting, but had managed to read
the project proposal and develop some ideas. He was going to meet with Mohamed
the next day to discuss those ideas.

Samia said goodbye to Issa and went on her way to look for Fathia. She knew that
Vision Saver had to get more people engaged with its work, and was pleased that
these initiatives to recruit new staff and volunteers were happening. But somehow it
all felt like it was a bit rushed and she wasn't sure that everything had been done in
the best way or according to the employment laws. She noted to herself that she
needed to talk to the Board about this at the next meeting.

Questions for group work

e What do you think Samia should say to the Board at the next
meeting?

e Describe the best way to run the day of meeting and selecting new
volunteers for the clinics — what should happen and when? Who
should be involved?
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SAMIA AL HASANIi ViZYON KORUYUCUDA
Case Study 2

Samianin gondlltlerle ilgili glcltkleri Fathia ile konusmasindan 1 ay sonraydi. Buglini
Vizyon Koruyucu’'da goénulli olmakla ilgilendiklerini belirten bir grup insanla gérisme
yaparak gecireceklerdi. Organizasyonun verdigi hizmetlerin tiim tanitici gayretleri
yeni gondlldler bulmalarinda etkisini gosterecek ve glindiiz kliniklerini gliclendirecek
en az 2 gonulli daha bulabileceklerini Gmit ediyorlardi.

Samia Merkeze vardiginda yeni program olan hizmetlerin genislemesi ile ilgili bir
baslangici bassehir disinda baslatmadiklarini farketti. O projede calisabilecek kisiyi
hala belirlememiglerdi. Muscat’ta bunu yapmak kolaydi ¢tinki génulli optometristler
calistiklari hastane veya kliniklerde iglerini bitirdikten sonra Merkeze gelebiliyorlardi.
Hala daha hangi yéne dogru hizmetlerini genisleteceklerine karar verememislerdi-
batiya dogru mu yoksa Salalah’a mi. Hangisine karar verecekleri kendileriyle isbirligi
yapmaya ilgilenecek kisileri bulup bulamamalarina bagh olabilirdi. Yakinda bir
baslangicin yapilmasi gerekecekti. Belki buglin fikirlerini gelistirmekte kendilerine
yardimci olmakla ilgilenecek birini bulabilirlerdi.

Fathia ile bulusup bugiin neler yapacaklarini planlama sansini elde etmeden énce
mutfakta masada oturan yeni Saglik Egitimcisini gordii. Mohamed tarafindan tavsiye
edilen Issa ise daha gegen hafta baslamisti. Samia onun bu is icin uygun olacagini
Umit ediyordu clink{ calisacagi proje ¢gok 6nemliydi. Bu isi iyi yaparlarsa uluslararasi
dondrler onlari daha baska bagdislarla destekleyebilirlerdi. Cabucak bir gériisme icin
Isaa’nin yanina gitti: ‘Merhaba Isaa, nasil yeni yerine yerlesebiliyormusun?’ Issa onu
selamladi ve ise baslayali merkeze daha sadece birkag defa geldigini anlatti, buna
ragmen proje Onerisini okumayi basardigini ve bazi fikirler gelistirdigini sdyledi. Bu
fikirleri tartismak icin Mohamed ile ertesi glin bulusuyorlardi.

Samia Isaa’ya hoscakal deyip Fathia’yl bulmak icin yoluna devam etti. ‘Vizyon
Koruyucu’ projesi icin daha fazla insanlarin calismaya katilmalari gerektigini biliyordu
ve yeni personel ve gondlliler toplamak icin yapilan girisimlerin gergeklesmeye
baslamasindan memnundu. Ancak her nedense tiim bunlarin biraz aceleye
getirildigini hissediyor ve herseyin en iyi sekilde veya calisma yasalarina uygun olarak
yapildigindan emin olamiyordu. Kendi kendine gelecek toplantida bunlari Kurulda
konusmalari geregini dikkate almasi gerektigini hatirlatti.

Grup Calismasi Icin Sorular
. Gelecek toplantida Samia’nin Kurul’a neler soylemesi gerekir?
. Toplanti guiniinii yonebilmek ve klinikler igin yeni goniilliilerin

secilebilmesi icin en iyi yolu anlatiniz-ne zaman ve ne olmahdir? Kimler
ilgili olmahdir?
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COMPETENCIES

In carrying out their role and responsibilities competently, a person will usually be
calling on several rather different attributes and abilities.

COMPETENT PERFORMANCE

/TN

Personal Interpersonal “Recipes” Knowledge Conceptual
Qualities Skills Abilities

Personal Qualities. this covers attributes like a reasonable amount of self-confidence,
energy and stamina; appropriate values and attitudes; self-awareness; and ‘results’
orientation.

4

Interpersonal Skills: this refers to everything associated with ‘being good with people
— sensitivity, listening, ability to assert oneself and express oneself clearly, awareness
of your impact on others etc.

‘Recipes’: this covers procedures, approaches, routines or techniques that can be
used in different situations. They may be very specific, or quite loose, and may relate
to a narrow or broad range of settings. But familiarity with, and having a ‘way of
handling’, a wide variety of fairly standard situations is fundamental to all types of
professional competence.

Knowledge: this may be ‘specific’ (e.g. about their subject or technical area) or
general (the context for their work).

Conceptual Abilities. these include being able to ‘stand back’ and generate an

overview, or a new perspective, being able to relate general principles and ideas to
specific situations, being able to think creatively or analytically etc.
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YETERLILIK

Rol ve sorumluklarini yetkin bir bicimde yerine getirirken birey genellikle birbirinden
oldukga farkh vasiflardan ve becerilerden yararlanir.

YETKIN PERFORMANS

AN YN

Kisisel Cevreyle uyum “Tarifler” Bilgi Kavramsal
Nitelikler Becerileri Beceriler

Kisisel Nitelikler: makul dlctide kendine glivenmek, enerjik ve dayanikli; uygun deger
ve Ozelliklere sahip olmayi; 6zfarkindalgi; ve ‘sonug’ odakli olmayi icerir.

Cevreyle uyum becerileri: ‘insanlarla iletisimde iyi olmak’ baglamindaki her seyi igerir
— duyarhlik, dinleme, kendinizi gdsterme ve kendinizi acikca ifade etme yetenegi,
baskalari tizerindeki etkinizin farkinda olma vs.

'Tarifler’: farkl durumlarda kullanilabilecek uygulamalar, yaklasimlar, is diizenleri
veya teknikleri icerir. Oldukca ayrintili veya gevsek olabilir ve sinirli veya esnek
kosullarla ilgili olabilir. Ancak genis kapsamli oldukc¢a standart durumlarla asina olmak
ve ‘basa ¢ikmak icin bir yol’a sahip olmak her tirli profesyonel yetkinlikte olmasi
gereken bir dzelliktir.

Bilgi: bu ‘ayrintili’ (6r. kendi konulari veya teknik bir konu hakkinda) veya genel (isin
yarattigi bir baglam) olabilir.

Kavramsal Beceriler: buna ‘geri cekilip uzaktan bakmak’ ve genel bir gériiniim

olusturabilme, genel ilke ve fikirleri belirli durumlarla bagdastirabilme, ve yaratici ve
¢oziimlemeli dlisiinebilme vs. de dahildir.

74



VOLUNTEERING AS AN EXCHANGE NOT A GIFT

“The ‘gift element’ to volunteering is important and no-one would deny
the values that it represents. There are, however, implications in seeing
volunteering so/ely in this way. It implies that you cannot turn a
volunteer down; it does not give recipients much of a say in the
relationship (they become indebted); and it ignores the fact that
management and resources are still needed to support people who give
their time for free. Thinking of volunteering as an exchange not a gift is
often more appropriate. It does not take away the giving element but it
makes the relationship more equal: the volunteers offers the agency
what it needs, in return for receiving something form the agency. It
helps to be clear about the latter as this can also be the key to
motivating and retaining volunteers.”

Open University Voluntary Sector Management Programme
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HEDIYE DEGIL BiR DEGIS TOKUS OLARAK GONULLULUK

“Gondlluligan *hediye unsuru’ 6nemlidir ve hig kimse bunun tasidigi
degeri inkar edemez. Ancak ne var ki gonulliligu sadece bu sekilde
algilamanin dolayh etkileri bulunmaktadir. Buna goére bir gonulltyl
reddedemezsiniz; hizmetten yararlananlara s6z hakki tanimaz (kendilerini
minnet borglu hissederler); ve zamanlarini bir licret beklemeden bu ise
aylran insanlar igin yine de bir yonetim ve kaynak gerektigi gercegini goz
ardi eder. GonullGliga bir hediye degil de bir degdis tokus olarak
distinmek genellikle daha uygundur. Bu verme 6gesini ortadan kaldirmaz
ancak iligkiyi daha esit kilar: gondlliler karsiiginda bir sey alarak érgite
ihtiyaci olani sunar. Birinci durumun ne oldugunun agikca ifade edilmesi
gondillileri motive etmeye ve gondllilige devam etmelerini de
saglamaya yardimci olur.”

Open University Voluntary Sector Management Programme
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The Top 25 Methods for Retaining Volunteers

1. Convince the entire paid staff to follow rules 2 through 25 because one person can't do it
alone. Volunteer programs work only with a commitment that starts at the very top of the
organization and continues all the way down through each successive level of management
and staff.

2. Balance the needs of the organization with the needs of your volunteers. Remember that
it has to be a mutually satisfying relationship for both parties.

3. Consider your volunteers as unpaid staff and include them whenever possible in office
parties, meals and other similar activities.

4. Every once in a while, work alongside your volunteers. It promotes a sense of teamwork
and reinforces the idea that you wouldn't ask them to do anything you wouldn’t do yourself.

5. Set limitations with the paid staff as to which tasks volunteers will be asked to perform.
Your volunteers are too valuable to be given the tasks that nobody else wants to do.

6. Make the volunteer experience at your organization fun. No matter what work the
volunteers are doing, they should have a good time doing it.

7. Smile. No matter how much you want to grab the computer terminal and throw it
across the room, don't let it show. Never let them see you suffering from stress.

8. Be flexible as an individual. Be willing to listen to volunteer concerns and suggestions.

9. Be flexible as an organization. Do not have policies so strict that volunteers feel
uncomfortable in your environment.

10. Always emphasize your organization’s mission statement. People no longer volunteer for
organizations, they volunteer for causes.

11. Resist the urge to “play favorites” among volunteers. In other words, be consistent with
your policies.

12. Practice the fine art of informal evaluations. It is amazing how much feedback you
can get by just chatting with your volunteers.

13. Create a volunteer advisory committee. (Note: The key word is “advisory.”) It will help
empower volunteers, giving them a stronger connection to your organization and its mission
and a reason to stay involved.

14. Use the media to promote your active volunteers. The media love stories about
volunteers. Plus, no matter what they say, people just love to see their names in print.

15. Do not call on the same volunteers over and over again. It's too easy to become

dependent on the “yes” people and burn them out. Plus, you miss out on developing
a whole new pool of talent.
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Goniillilleri Kaybetmemek icin En Iyi 25 Yéntem

1. Ucretli personelinizi 2den 25e kadar olan kurallara uygulamaya ikna edin ciinkii bir kisi
hepsini tek bagina uygulayamaz. Gonuillli programlar érgiitiin en tepesinden baslayip en alta
kadar her yonetim ve calisan seviyesine kadar uzanan bir ytktmlltkle basaril olur.

2. Orgiitiiniiziin ihtiyaclarini géniilliilerinizin ihtiyaglari ile dengeleyin. Her iki taraf icin de
karsilikl memnun edici bir iliski olmasi gerektigini unutmayin.

3. Gondulltleri Gcretsiz galisanlariniz gibi goriin ve her firsatta ofis partilerine, yemeklere ve
benzer etkinliklere katin.

4. Arada sirada gonllulerinizle birlikte calisin. Bu ekip calismasi ruhunu gelistirir ve kendinizin
yapmayacad bir seyi onlardan yapmalarini istemeyeceginiz disiincesini kuvvetlendirir.

5. Ucretli calisanlarla birlikte géniilliilerden hangi gérevleri yapmalarini isteyeceginize dair
sinirlamalar getirin. Goniillileriniz baska hig kimsenin yapmak istemeyecedi gorevleri vermek
icin fazla degerlidir.

6. Orgiitiiniizde gondlliligi edlenceli hale getirin. Ne is yaparlarsa yapsinlar, yaparken
gondlltlerin iyi vakit gecirmesi gerekir.

7. Gillimseyin. Icinizden bilgisayari kapip odanin 8biir tarafina firlatmak gegse bile bunu belli
etmeyin. Asla stresten etkilendiginiz gérmelerin izin vermeyin.

8. Birey olarak esnek olun. Gondillilerin kaygi ve 6nerilerini dinlemek konusunda istekli olun.

9. Orgiit olarak esnek olun. Goniilliilerin 6rgiit ortaminda kendilerini rahat hissetmemelerini
yol acacak denli kati politikalariniz olmamali.

10. Orgiitiiniiziin misyon aciklamasini her zaman vurgulayin. Insanlar artik drgitler icin degil
amaglar icin goénulli oluyor..

11. Gondilliler arasindan “gbzdeleriniz”e daha ¢ok gorev vermekten kaginin. Dider bir deyisle
uygulamalarinizda tutarli olun.

12. Gayri resmi degerlendirme tarzindaki ince sanati uygulayin. Sadece sohbet ederek bile
goniilliilerinizden ne kadar doniit alabileceginize sasiracaksiniz.

13. Gonulli danisma komitesi olusturun. (Not: Burada anahtar kelime “danisma.”) Gondilltleri
yetkilendirerek orgiitiiniizle ve misyonuyla daha gliclii bir bag kurmalarina ve orgiitiin bir
parcasi olarak kalmak igin bir sebep bulmalarina yardima olur.

14. Faal gondlldleriniz tanitmak igin medyadan yararlanin. Medya gonillilerle ilgili hikayelere
bayilir. Ustelik ne derlerse desinler insanlar adlar gazetede gérmeye bayilir.

15. Sirekli ayni gondillileri gérevlendirmeyin. Her zaman “evet” diyen insanlara bagimli

duruma gelip onlari biktirmak ¢ok kolaydir. Ayrica yeni bir yetenekli géndllli havuzu
olusturma firsatini da kacirmis olursunuz.
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16. Acknowledge that the organization is not your volunteer’s number-one priority in life.
17. Promote volunteers to new positions that require new skills, additional training and
added commitment. Just because Dan is great at stuffing envelopes doesn’t mean he

is going to be happy doing it for the next ten years.

18. Once a year, ask the volunteers to give an anonymous evaluation of your organization,
paid staff and the programs it offers (including the volunteer program).

19. For absolutely no reason at all, send your volunteer a note just to say “Hi.”

20. Take the time to train your volunteers so they know what’s necessary to do the job.

21. Vary your recognition program. The same old banquet with the same rewards every year
gets boring. When volunteers stop attending because they’ve already re-papered their house

in certificates of appreciation, you know it’s time to move on to something new.

22. Don't be afraid to say “thank you” too much. Volunteers don't quit because they feel
over-appreciated. Overworked, yes! Over-appreciated, no!

23. If your organization does not already have one, hire a professional volunteer program
administrator.

24. Place volunteers in the right spot from the beginning. If you place a volunteer in a
position that maximizes his or her potential for success, logic says he or she will succeed.
Successful people tend to be happy people, and happy people tend to stay.

25. Each of us has his or her own unique motivators. If you really want volunteers to stay,
learn what motivates them and then put that information into practice.

From: ‘Volunteer Management” published by the National Minority Aids Council, USA.
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16. Orgiitiiniiziin goniilliiniiziin hayatindaki en éncelikli sey olmadigini kabullenin.

17. Gondilllleri yeni beceriler, fazladan egitim ve kendilerini daha fazla adamayi gerektirecek
yeni gorevlere terfi ettirin. Birisi bir isi cok iyi yapiyor diye on yil daha o isi yapmaktan
mutluluk duyacak demek degil.

18. Yilda bir kere goniillilerden 6rgitlinizd, Ucretli calisanlar ve programlar (génlli
programi dahil) isimlerini yazmadan dederlendirmelerini isteyin.

19. Hig bir sebep olmaksizin sirf *Merhaba” demek icin goniilliiniize bir not génderin.

20. Gondillllerinizi egitirken acele etmeyin, gereken zamani ayirin ki isi yapmak icin neyin
gerekli oldugunu 6grensinler.

21. Takdir programinizi gesitlendirin. Her yil ayni yemekler ve ayni ddiiller sikici olmaya
baglar. Evlerinin duvarlarini bir stirli tesekkiir belgesiyle sisledikleri icin gondlltler artik
yemeklere katilmiyorsa, yeni bir sey denemenin zamani gelmis demektir.

22. Bol bol “tesekkiir ederim” demekten korkmayin. Gondilltler asiri takdir edildikleri icin
gondlliluga birakmazlar. Asin calistinilirlarsa, birakirlar! Asiri takdir edildiklerinde, hayir!

23. Eger orgltiiniizde profesyonel bir goniilli program yoneticisi yoksa bir tane istihdam
edin.

24. Gondillileri en basindan dogru noktalara yerlestirin. Bir gonillliyi basari icin potansiyelini
azami sekilde degerlendirebilecegi bir géreve getirirseniz, mantikli olan basarili olmasidir.
Basarili insanlar mutludur ve mutlu insanlar genelde kalir.

25. Her birimizin kendine 6zgl glddleyicilerimiz vardir. Gondllllerin gergekten kalmalarini
istiyorsaniz onlari neyin glidiileyecedini 6grenin ve sonra da bu bilgiyi uygulamaya koyun.

From: ‘Volunteer Management” published by the National Minority Aids Council, USA.
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Checklist for Managing Performance Well

Is the organisation clear about what each worker, whether paid or voluntary, is
meant to be doing, when they are supposed to be doing it, and what standards
are applied to the work?

Is everyone clear who is responsible for managing whom, and who is accountable
for whom?

Are problems with workers’ performance identified, acknowledged and discussed
with a view to resolving them, rather than being ignored or treated in an
unhelpful fault-finding way?

Is everyone allowed to learn from their mistakes

Are there regular opportunities for all staff (including the Director) and long-term
volunteers to meet with a manager or another person within the organisation to
talk about achievements, problems and plans?

Is there a clear procedure for appraisals, and it is consistently used throughout
the organisation?

Are the organisation’s disciplinary procedures clear, fair and workable?
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Performansi iyi Yonetmek igin Kontrol Listesi

Orgiit, icretli veya goniillii olsun, her calisanin ne yapmasi gerektigini, ne zaman
yapmasi gerektigini ve yapilan calismada ne tir standartlar bekledigini agikca
anlatti mi?

Herkes kimin kimi yonettigini ve kimin kime karsi sorumlu oldugunu biliyor mu?
Calisanlarin performansi ile ilgili sorunlar g6z ardi edilip veya pek de faydasi
olmayan su¢ bulma ydntemi ile ele alinmak yerine, bir ¢c6zim bulma amaciyla
teshis edilip, kabullenilip tartisihyor mu?

Herkesin hatalarindan ders ¢gikarmasina izin veriliyor mu?

Biitlin calisanlarin (Yonetici dahil)ve uzun vadeli gonlllilerin midur veya 6rgit
icinden baska birisi ile basarilari, sorunlari ve planlari konusmak i¢in bir araya

gelmelerine olanak saglayacak firsatlar diizenli olarak yaratiliyor mu?

Orgiit icinde belirgin bir degerlendirme siireci var mi ve tiim drgiit icinde
tutarhhkla uygulaniyor mu?

Orgiitiin disiplin uygulamalari acik, adil ve uygulanabilir mi?



INTRODUCTION

Why?

e To appraise the past performance of staff and whether targets have been met
e To discuss the job holders strengths, areas requiring improvement and ‘development’
potential

Who?

To identify individual training and development needs

To discuss future direction individually and of the organisation

To agree targets and priorities for the next year

To allow a feedback from the individual on how s/he sees the job and the organisation

Staff member and line manager or Board Member

When?
Every 12 months — to be completed by the end of November. Mid year review in order to
adjust targets if necessary.

How?

Approximately 1% hours for form completion which should then be sent to the line manager;
1% hours for interview, half-hour for final feedback.

Staff appraisals will be more effective if everyone involved has spent some time on
preparation.

GUIDELINES FOR APPRAISER AND APPRAISED

Pre-interview

Interview date is set well in advance

Both line manager and staff member prepare using the preparation checklist as a
guide, focusing on those areas that are seen as a priority.

Appraised to complete the appraisal form as far as possible and send to appraiser for

comment

Appraisee to include:

What they have achieved during the review period, with examples and evidence.
Any examples of objectives not achieved with explanations.

What they most enjoy about the job and how they might want to develop the role.
Any aspect of the work in which improvement is required and how this might be
achieved.

Their learning and development needs with arguments to support their case for specific
training.

What level of support and guidance they require from their manager.

Their aspirations for the future both in the current role and in possible future roles.
Obijectives for the next review period

Appraiser to:
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Consider how well the individual has performed since the last meeting.

Consider to what extent any agreed development plans from the last meeting have
been implemented.

Think about the feedback to be given at the meeting and the evidence that will be
used to support it.

Review the factors that have affected performance both those within and outside the
individual’s control.

Consider the points for discussion on the possible actions that can be taken by both
parties to develop or improve performance.



TANITIM

Neden?

o Personelin gecmis performansini ve hedeflerin basarilip basariimadigini degelendirme

e s tutanlarin dayanikhliklarini, dizenleme(gelistirme) gereken alanlari ve ‘gelisim’
potansiyelini tartismak(goriasmek)

Birey egitim ve gelisim ihtiyaglarini tanimlama

Orgltsel ve bireysel gelecek yonlerini tartisma(goriisme)

Gelecek yil icin hedeflerde ve dnceliklerde karar kilma

Bireyden isi ve o6rgutu nasil gérdigi(buldugu) konusunda geribildirim almaya izin vermek

Kim?
Personel Uyesi ve yol idarecisi veya Yonetim Kurulu Gyesi

Ne zaman?
Her 12 ay- Kasim ayinin sonuna kadar bitirilecek sekilde.Eger gerekliyse hedefleri
dizenlemek (ayarlamak) icin yari yil teftisi

Nasil?

Daha sonra yol idarecisine goénderilecek olan forumun (belgenin) tamamlanmasi igin
yaklasik 172 saat; gérisme i¢in1%2 saat,son geribildirim i¢in yarim-saat.

Dahil olan herkes hazirlik igin biraz zaman ayirirsa personel dederlendirmesi daha da etkili
olacaktir.

DEGERLENDIREN VE DEGERLENDIRILEN iCIN KALVUZ (ANA
ESASLAR)

1. On Gériigsme
o GOrusme tarihi 6nceden ayarlanacak
¢ Hem yol idarecisi hem de personel Uyesi,dncelik olarak gorilen alanlara odaklanarak
hazirlik kontrol listesini kilavuz olarak hazirlamalidirlar.
e Degerlendirme formunun mumkun oldugunca deger bicilerek tamamlaniimasi ve
yorumu i¢in degerlendiriciye gonderilmesi
Degerlendirme igcermeli:
= Gobzden gecgirme suresinde neler basardilar,6rneklerle ve kanitlarla
birlikte.Basarilamamis hedeflerden agiklamalari ile birlikte herhangi bir 6rnek.
= [s(gorev) ile ilgili en ok nerden zevk aldilar ve rolii nasil gelistirmeyi isteyebilirler.
= Gelisimin(dizenlemenin)gerekli oldugu isin(¢alismanin) herhangi bir bakis acgisi ve
nasil bagarilabilecegi.
= Onlarin belirli egitim durumlarini desteklemek igin tartismalarla birlikte 6grenim ve
gelisim ihtiyaclari.
= [darecilerinden hangi seviye destek ve yol gostericilik bekledikleri.
= Hem guncel rolleri hem de gelecekteki olasi rolleri igin ilham kaynaklari.
= Gelecek gbzden gecirme stireci igin hedefler

Degerlendirici:

¢ En son toplantidan bu yana bireyin ne derece iyi performans gosterdigini dikkate al.

¢ En son toplantidan beri uygulanan ,lizerinde anlasiimis gelisim planlarinin ne
kapsadiklarini dikkate al.

e Toplantida verilecek geribildirim ve bu geribildirimi desteklemek igin verilecek kanit
hakkinda dusin.

¢ Bireyin kontroli dahilindeki ve disindaki performansini etkilyen faktorleri gdbzden gegir.

o Performansi gelistirmek ve desteklemek icin her iki parti tarafindan da alinabilecek
olan olasi eylemler Uzerindeki tartisma nokatalarini dikkate al.
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Consider possible directions the individual’s career might take.
Consider possible objectives for the next review period.

Interview (approx. one to one and a half hours)

The checklist should form a basis of the appraisal interview but it should not be just a
question and answer session. Come to a consensus (if possible)

From this discussion, summarise the agreed key points as related to the appraisal
form

Identify initial draft objectives

. After the interview

Appraised to immediately make any adjustments to the appraisal document, as
agreed at the meeting and forward the final version of the performance objectives by
email to appraiser

Appraised and appraiser to sign off appraisal and performance objectives

Follow up items agreed for action

One copy to be passed to the line managers line manager then put in staff file
(confidential) and one for the staff member

Performance objectives to be set



Bireyin kariyerinin alabilecegi olasi yonleri dikkate al.
Gelecek gézden gecirme surci icin olasi hedefleri dikkate al.

2.Gorisme(yaklasik bire bir ve yarim saat)

Kontrol listesi degerlendirme gérismesinin esasini olusturmalidir ama sadece bir
soru cevap toplantisi olmamalidir. Fikir birligine gelin (eger mimkinse)

Bu tartismadan(goérismeden),degerlendirme formu ile baglantili Gzerinde anlasiimis
kilit noktalarini 6zetle.

Baslangi¢ taslak hedeflerini tanimla

3.Goriigmeden sonra
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Degerlendirme dékimaninda hemen toplantida anlasildigi gibi herhangi bir ayarlama
yapma ve performans hedeflerinin son versiyonu mail yoluyla de@elendiriciye
yonlendirme

Degerlendirilien ve degerlendiricinin  degerlendirmeyi ve performans hedeflerini
sonlandirmasi

Eylem icin Gzerinde anlasilan seylerin takip edilmesi

Yol idarecilerine génderiimek ve daha sonra da personel dosyasina(gizli) koyulmak
Uzere bir,personel Uyesi icin de bir kopya

Belirlenecek performans hedefleri



PERSONAL PREPARATION CHECKLIST/DISCUSSION OUTLINE

(Guidance for staff on what should be considered before an appraisal meeting)

1.
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Your performance
1.1. Performance against objectives
1.1.1. Evaluate the performance against objectives agreed in your last appraisal (or
any recent discussion) - how far and well have they been achieved? If the above
tasks or targets have not been carried out, identify some of the reasons for this.
1.1.2. Have there been any major problems/disappointments during the year?
1.1.3. Describe what was accomplished and what was learned or developed.

1.2. Areas of general job description not covered by objectives
1.2.1. Reflect on performance against the general duties of your role and the work
objectives set.

1.3. Personal development
1.3.1. In what ways have you developed, personally, in the last year at THE COMPANY?

What personal or professional development needs to take place to enable

you to meet your objectives?

2.1. What kind of support do you think you might need from peers, senior staff or outside
training?

2.2. Do you have skills’knowledge that you think could be put to better use in the
organisation?

. How does your current role match your job description?

3.1. Do you have any changes you wish to suggest?

Your short-term and long-term plans

4.1. How would you ideally like to see the job develop in the next year? What would you
say are the priorities on your time for next 6-12 months? What will you work to
achieve over the next 6-12 months

4.2. What would you like to be doing in the next 2-5 years? How do you see your career
developing? Is there anything that would help you and be of benefit to THE
COMPANY in this area?

. Relations with others

5.1. Are there any staff/Associates with whom you feel particularly good or bad about
working?

5.2. How do you feel about your working relationship with your line manager/appraiser (if
not the same)?

5.3. What is helping or hindering your relations with them?



KiSISEL HAZIRLIK KONTROL LiSTESI/TARTISMA ANAHATLARI

(Degerlendirme toplantisindan énce nelerin dikkate alinacagi konusunda personele kilavuz)

1Senin Performansin
1.1.Hedeflere karsi performans
1.1.1 Son degerlindermede(veya herhangi bir gorusmede) anlasilan hedeflere
kargi olan performansi de@erlendir-ne kadar sltrede ve ne kadar |yi
basarildilar?Eger yukaridaki gorevier ve hedefler gergeklestirilemediyse,bunun
sebeplerinden bazilarini tanimla.

1.1.3.Y1l icinde énemli prolemler/hayal kirikliklari oldu mu?
1.1.2Nelerin basarildigin ve nelerin Srenildigini veya gelistirildigini agikla.

1.2Hedefler tarafindan kapsanmamis genel is tanéimlama alanlar
1.2.1Rollnun ve is hedefleri setinin genel vazifelerine kargi olan performans Uzerine
yansi

1.3Kisisel gelisim
1.3.1.Bu son yilda SIRKETTE kisisel olarak hangi yollarla gelistiniz?

2. Hedeflerine ulasabilmen icin hangi Kisisel veya profosyonel gelisim
gerceklesmelidir?
2,1Grup tiyeleri,kidemli personel veya dis egitimden ne tiir bir destege ihtiyacin olabilecegini
diisiintiyorsun?
2,20rgutte daha iyi kullanabilecegini disindigun yetenklerin /bilgin var mi?

3. Giincel roliin is tanimina nasil uyuyor?
3.10nermeyi diledigin degisikilkler var mi1?

4. Uzun sureli ve kisa sureli planlarin
4.1.Gelecek yil isin ne tlr bir gelisimini gérmek seni mutlu ederdi? Senin zamanina gore
gelecek 6-12 ay icin oOncelikler nelerdir?Gelecek 6-12 ay neyi basarmak icin
calisacaksin?
4.2..Gelecek 2-5 yil igcinde ne yapiyor olmak isterdin?Kariyer gelisimini nasil gériyorsun?
Bu alanda sana yardim edecek veya SIRKETIN yararina olabilecek bir sey var mi?

5. Digerleriyle iligkiler

5.1.Birlikte ¢alisirken iyi veya kotu hissettigin herhangi bir personel var mi?

.Yol idarecin/degerlendiricin(eger ayni degilse) ile aranizdaki is iligkiniz hakkinda ne
hissediyorsun?

5.3..Onlarla iligkilerinde sana neler yardimci veya mani olur?
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6.
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Organisations work
6.1. Do you have any comments or observations that you would like to make on any
aspect(s) of the organisations work during the past year?

Next Year’s Performance Objectives

7.1. After completing the appraisal, consider what might be appropriate Performance
Objectives for the next period.

7.2. After discussion, Managers should use their discretion as to how much detail to
agree and enter but the recommendation is to work with the objectives and support
required as a minimum.

7.3. When this is agreed, define what activities are involved, what indicators will be used
for the successful achievement of the objectives and what support will be required by
the line manager.



60rgiitiin isi(Gorevi)
6.1.0rgtiin gecen yilki calismalarindan herhangi bir bakis agisiyla ilgili yapmak istediginiz
bir yorum veya gézlemleme var mi?

7Gelecek Yilin Performans Hedefleri

7.1 Degerlendirmeyi tamamladiktan sonra ,gelecek sire¢ icin hangi Performans
Hedeflerinin uygun olacagini dikkate al.
7.2Tartismadan(gorismeden/miulakattan)sonra,Yéneticiler, ne kadar detayda
anlasacaklari,hedeflerle ¢alismak icin girisi ama tavsiyeyi ve en az destek gereken
konularda sagduyularini kullanmalidirlar.

7.3 Bunda karar kilindig1 zaman,hangi aktivitelerin dahil oldugunu,Hedeflere basarili bir
sekilde ulsamak icin hangi gostergelerin kullanhacagini ve yol idarecisi tarafindan hangi
destegin gerekli gorilecedi konularini tanimla.
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DATE OF INTERVIEW: ...,

1. Performance against Objectives

WHAT DO YOU THINK HAVE BEEN THE MAJOR
ACHIEVEMENTS IN YOUR WORK DURING THE PAST YEAR
(PRIMARILY AGAINST AGREED OBJECTIVES)? Briefly

assess/describe your performance against objectives. Describe what was
achieved and how it was achieved. Be specific, providing examples where
appropriate. Give balanced information — what went well, what could have
been improved and what you learned as a result. If in a supervisory role this
should also reflect effectiveness at managing/ developing others.

Objectives Performance

Staff

Manager

Staff

Manager

Staff

Manager
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GORUSME TARIHI: ...........

ISIM L.

1. Hedeflere karsi Performans

GEGEN YILKi CALISMALARINDAKI EN BUYUK BASARININ
HANGISI OLDUGUNU DUSUNUYORSUN(ONCELIKLE
UZERINDE ANLASILAN HEDEFLERE KARSI)?Kisace

hedeflere karsi performansini agikla.Neyin basarildigini ve nasil basarildigini
acikla.Gerektigi yerde ornekler ver. Dengeli bilgiler ver-neler iyi gitti,neler
gelistirilebilirdi ve sonug¢ olarak ne 6grendin.Eger denetleyici bir rol ise ayrica
bu digerlerini idare etmede/gelstirmede de etki yansitmalidir

Hedefler

Performans

Personel

Yonetici

Personel

YoOnetici

Personel

YoOnetici

92




Objectives Performance
Staff
Manager
Staff
Organisational Learning
objective
Manager
Areas of general job
description not covered by Performance
objectives
Staff
Manager
Personal Development Staff
Manager

2. What personal or professional development needs to take place
to enable you to meet your objectives?

Staff

Manager
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Hedefler Performans

Personel

Yonetici

. . Personel
Orgutsel Ogrenim Hedefi

Yonetici

Hedefler tarafindan
kapsanmayan genel is Performans
tanimlama alanlari

Personel

Yonetici

Kigisel Geligim Personel

YoOnetici

2Hedfelrine ulagmani saglamak i¢in handi kigisel ve profesyonel
gelismelerin meydana gelmesi gereklidir?

Personel

YoOnetici
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3. How does your current role match your job description? Does it
reflect the overall shape of your work? Have there been any
changes?

Staff

Manager

4. You and your job — what are your short and long-term plans?

Short-term — Staff

Long-term - Staff

Manager

5. Relations with others - do you have any comments on your
relationship with:

a) Your Line Manager?

b) Others?

6. Do you have any comments or observations that you would like
to make on any aspect(s) of your organization work during the
past year?

Signed: Signed:

Staff Member Manager

Date:
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4.Giincel roliin is tanimina nasil uyuyor?isinin ayrintili seklini
yansitiyor mu?Herhengi bir degisiklik oldu mu?

Personel

Yonetici

5.Sen ve senin isin — kisa-sure(vadede) ve uzun-sire(vadede)
planlarin nelerdir?

Kisa-Sireli — Personel

Uzun-Sireli - Pesonel

Yonetici

6.Digerleriyle iligkiler — herhangi bir yorumun var mi iliskilerinde:

c) Yol idareciniz?

d) Digerleri?

70rgtiin gegen yilki calismalarindan herhangi bir bakis acgisiyla ilgili
yapmak istediginiz bir yorum veya goézlemleme var mi?

imza: imza:

Personel Uyesi Yonetici

Tarih:
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THE 1-1 SESSION

A critical moment in the managing of an individual is the one-to-one session between
the two people. This session may be part of a regular support and supervision cycle;
it may be the annual performance appraisal meeting; it may a special meeting
requested by either person to discuss a specific issue or incident.

It is in this session that the skills of a supervisor in relation to managing individuals
are most intensively put to the test. There are some points which will help contribute
to a positive session:

e Good Preparation: Before the session takes place the following are important:

- both people should know the purpose of the meeting, and should prepare
appropriately.

- The supervisor will need to have ensured that adequate time is set aside for
the meeting and that an appropriate location is assured.

- She or he will need to set an agenda, but leave it open for review at the
beginning of the meeting. The staff member/volunteer should prepare their
points for inclusion in the agenda.

- Relevant documentation or notes of previous agreements, meetings etc.
should be reviewed by the supervisor, and if appropriate, copies should be
made available to the staff member/volunteer before the session.

- The supervisor should make it clear to the individual if they are expected to
produce a proposal, document or develop ideas for discussion at the
meeting, and a deadline should be agreed upon.

e The Physical Environment: this refers to the location and to any distractions :

- an ideal location would be one that is not overlooked by others and is relatively free
from outside noise.

- the arrangement of the furniture should help contribute to a feeling of co-
operation, facilitating a rapport between the two individuals.

- Telephones should be diverted and visitors turned away.

- Avoid looking at your watch or a clock on the wall as far as possible — this
could give the impression that you are in a hurry or not interested.



TEK'E TEK GORUSME

Bir bireyin idare edilmesi ile ilgili nemli anlardan bir tanesi de iki kisi arasinda yapilan
tek’e tek gorlismedir. Bu goriisme olagan bir destek ve denetleme déngtisiiniin bir
parcasi olabilir; yillik performans degerlendirme goriismesi de olabilir; belirli bir sorun
veya olayl konusmak icin iki taraftan birinin istedigi 6zel bir gériisme de olabilir.

Bir yOneticinin/amirin bireyi yonetmekle ilgili yeteneklerinin en yodun olarak sinandigi
an bu goérasmedir. Olumlu bir gérisme olmasina katkida bulunacak bazi hususlar var:
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lyi Hazirlanmak: Goriisme gerceklesmeden evvel asagidaki noktalari bilmekte
fayda var:

her iki kisi de gérlismenin amacini bilmeli ve buna gére hazirlanmali.

Yonetici/amir goértisme icin yeterince zaman ayirmis ve uygun bir yer tespit
edilmis olmalidir.

Yoéneticinin/amirin bir glindem belirlemesi gerekecek ancak bu giindem
gdriisme basinda gdzden gecirilebilir. Calisan/gdnullii gindeme dahil edilmek
uzere kendi konularini hazirlamali.

Onceden yapiimis anlasma veya gériismelerin vs. belge veya notlari yonetici
tarafindan degerlendirilmeli, ve uygun goriilmesi durumunda gorlismeden
once calisan/goniilliiye de bir 6rnegi verilmeli.

Ydnetici/amir bireyden gérlismeye bir dneri, belge getirmesini veya
gorismede tartisiimak Uzere fikirler gelistirmesini bekliyorsa bunu acikca
sdylemeli ve bir tarih Gzerinde anlagiimal.

Fiziksel Ortam: mekan ve dikkati dagitabilecek her hangi bir sey kastedilmektedir:

- ideal bir mekan baskalarinin sizi yukaridan géremedigi ve mimkiin

oldugunca az glriltiiniin oldugu bir yerdir.

- mobilyalarin diizeni bir isbirligi duygusu olusturmaya katkida bulunacak, iki

birey arasinda uyumlu bir iliski olusturacak sekilde olmal.

- Gelen telefonlar yonlendirilmeli ve ziyaretgiler de kabul edilmemeli.

- Saatinize veya duvardaki saate bakmaktan mimkiin oldugunca kacinin —

aceleniz oldugu veya ilgiyle dinlemediginiz izlenimi uyandirabilir



e The 'right’ atmosphere:

- consider the welfare of the individual — are you aware of anything that may distract
them from giving you their full participation? If so, this may need to be addressed
before the session begins.

- use appropriate language — avoid ‘management-speak’.
- Make it clear at the beginning that at the end of the session there will be a

conclusion by the supervisor of what was agreed, and action points. There

should be an opportunity after that for the individual to add anything or
clarify anything.

Questioning Techniques

There are three types of questions which can be used in a 1-1 session, and they
would tend to be used in a sequence:

1. Wide Open Questions starting with :

Explain.....

Tell me.....

Describe....
What....

They invite the person to give a long response covering many topics. For example,
“Tell me about your work on that project proposal.”

However, this could be foo broad and so it is often necessary to be clear about
the parameters. For example, “Tell me about your work on that project proposal
— how is progress towards completing it?”

2. Specific Open Questions start with :

What....
Which ....
Who...
When...
How...
Why....
Where...

And invite a specific response about one subject area. For example, “What did

you say in response?” or “Why did you approach it that way rather than another
way?”
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e 'Dogru’ortam:

- Bireyin iyiligini dlisliniin — kendilerini size tam olarak vermelerine engel
olacak, dikkatlerini dagitacak her hangi bir sey var mi? Eger bdyle bir durum
s6z konusuysa bunun gériisme baglamadan halledilmesi gerekir.

- Uygun bir dil kullanin —‘yonetici agz1” kullanmaktan kaginin.

- Goriismenin sonunda, ne lzerinde anlastiginizi ve eylem noktalarini ortaya
koyacaginiz bir sonug degerlendirmesi yapacaginizi goérlismenin en basinda

belirtin. Bu degerlendirmeden sonra bireye bir sey ekleme veya her hangi bir
seyi acikliga kavusturma firsati verilmeli.

Soru Teknikleri

Tek’e tek gortismelerde genelde belli bir sira diizeni icinde kullanilabilecek Ui¢ soru
tara var:

1. Asagidaki gibi biten Ucu cok acik sorular:

..... aciklayin

..... anlatin/bahsedin
....tammiayin

Veya Ne.... diye basglayan sorular

Bu tiir sorular bireyin pek ¢ok konuyu igeren uzun cevaplar vermesini saglar.
Ornegin, “Proje teklifiyle ilgili calismanizdan bahsedin.”

Ancak bu soru fazla genel olabilir. O yiizden genellikle daha agik olmak gerekir.
Ornegin, “Proje teklifiyle ilgili caismanizdan bahsedin — bitmek lizere mi?”

2. Asagidaki gibi baglayan Ayrintili ve Ucu agik sorular:

MNe....

Hangi ....
Kim...

Ne zaman...
Nasil...
Neden....
Nerede...

Ve belli bir konu ile ilgili olarak belli bir cevap isteyin. Ornegin, “Ne cevap
verdiniz?” veya “Neden baska bir sekilde degil de bu sekilde yaklastiniz?”
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3.Closed Questions

These only invite a “yes” or “no” reply and so do not actually give you much
information at all. The rule is that closed questions should only be asked to
confirm or clarify the person’s understanding of an issue e.g. “So you are saying
that you didn’t know what was expected of you?”

Unhelpful or Inappropriate Questions:

These can prevent proper reflection and self-examination:

e Leading questions are those that put words into the person’s mouth e.g.
“Wouldn't you say that you are not very good at time management?”

e Multiple questions are confusing e.g. "What paperwork do you fill out, what do
you have to check, how long does it take you?”

e Hypothetical questions are those not based on fact e.g. "“What would you have
done if Katrin had refused?” or are those that are not based on fact but give
the impression that they are, e.g. “I've spoken to Natalia you know. What
would you say if I told you that she has given a different story?”

Listening Skills

During communication you will play the role of both speaker and listener. Listening is
an active skill which contributes positively to communication. A good listener works
to help the other person by establishing and maintaining a feeling that both are on
the same ‘wavelength’. The danger for listeners is that our own thoughts, feelings,
questions and preoccupations will interfere.

Some points for consideration are :

Matching the other person’s body language (posture, gestures)

Giving clear signals that you are paying attention (eye contact, nods, grunts)
Matching the tone, pitch and speed of voice

Using reflective responses.

Reflecting Back:

A reflective response uses the listener’s own words to mirror back what they have
heard. The focus is on the crucial parts of what the speaker is saying. The intention
is to establish that you understand what your partner is thinking/feeling/meaning.
Use statements rather than questions:

I\

" You feel..... you think...”
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3. Kapali Sorular

Bu tiir sorular sadece “evet” veya “hayir” cevabi verilmesine yol agtigindan size
pek bir bilgi vermez. Genel kural kapali sorularin sadece onaylamak veya bireyin
konuyu dogru anladigini gérmek icin sorulmasidir. Or. “Sizden ne istendigini
bilmediginizi mi soylliyorsunuz?”

Ise Yaramayan veya Uygunsuz Sorular:

Bu tiir sorular dogru distinme ve 6z-degerlendirmeye engel olabilir:

e Yonlendirici sorular lafi insanin agzina tikan sorulardir. 6r. “Sence de zaman
yOnetimi konusunda basarisiz degil misin?”

e Coklu sorular kafa kanistirir 6r. “Ne tir formlar dolduruyorsun, neyi kontrol
etmen gerekiyor, ne kadar zaman harciyorsun?”

e Varsayimsal sorular gerceklere dayanmayan sorulardir or. “Eger Aysu
reddetmis olsaydi ne yapacaktin?” veya gergeklere dayanmayan ancak
dayanirmis izlenimi veren sorulardir, ér. “Biliyor musun Candan’la konustum.
Bana farkli bir hikaye anlattigini sdylesem ne dersin?”

Dinleme Becerileri

Iletisim sirasinda hem konusmaci hem de dinleyici roliinii oynayacaksiniz. Dinleme,
iletisime olumlu katkida bulunan etkin bir beceridir. Iyi bir dinleyici karsisindaki ile
ayni ‘frekans'ta oldugu duygusunu olusturup siirdiirerek ona yardimci olmaya calisir.
Dinleyici agisindan var olan tehlike kendi distince, duygu, soru ve kaygilarimizin bizi
etkilemesidir.

Dikkat edilmesi gereken hususlar:

e Diger kisinin vicut dilini yakalamak (oturus, el kol hareketleri)

e Dikkatle dinlediginiz belli eden isaretler vermek (goz temasi, basla onaylama,
ses)

e Sesin tonu, yliksekligi ve hizini yakalamak

e Yansitic tepkiler vermek

Yansitmak:

Yansitici tepki dinleyicinin kelimelerini kullanarak duyduklarini yansitir. Odak noktasi
konugmacinin sdylediklerinin dnemli kisimlandir. Amag karsinizdakinin ne
disiindlglini/hissettigini/demek istedigini anladiginizi ifade etmektir. Soru yerine
cimleler kullanin:

..... hissediyorsunuz” *...dlsuntyorsunuz”
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“ Let me see if I have understood. Your position is...”

If you are confused (e.g. the speaker’s non-verbal signals mismatch their words) you
can mention this:

"I feel uncertain about what your position is on this matter. You are
saying....but I sense that you may not be completely sure/happy/certain.”

Mismatching

Responses which interrupt the flow of communication, or turn it to a different
wavelength, can take the following forms:

e Critical — judgmental, blaming, warning, ridiculing

e Supportive/sympathetic — reassuring, consoling, giving misleading praise, in
effect hindering attempts to confront the problem

e Interpretive — based on hunches, analysing and diagnosing the speaker’s
meaning, feelings etc.

e Logical/analytical — probing, questioning, interrogating which can be too
pushy or cold

e Persuading — advising, giving suggestions/solutions, taking over.

There may be an appropriate time to use some of these responses, but it is
important to be aware of how they can negatively impact on the session.

FEEDBACK

There are three types of feedback:

1. Positive feedback: praises strengths and achievements. It is the easiest form
of feedback to give, but people often forget to give it.

2. Critical feedback: involves commenting on problems and areas of
improvement — more difficult to give, but important and useful if given
skilfully.

3. Developmental feedback: is positive or critical feedback followed by coaching
on future performance.

If you wish to encourage people to maintain or develop their performance your
feedback should be :

e Ongoing: a regular part of your relationship so that it becomes more natural
and avoids surprises.

e Specific: when giving positive feedback or critical feedback, give detailed
examples of what happened and what impact it had.
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" Bakalim anlamis miyim? Durumunuz...”

Eder kafaniz karismigsa (6r. konusan kisinin vicut dili ile s6zleri uyumlu degilse) bunu
vurgulayabilirsiniz:

“Bu konuyla ilgili gérislerinizi tam anlayamadim. Diyorsunuz ki....ancak ben
tam olarak emin/mutlu/kararl olmadiginiz hissine kapildim.”

Anlasilamama

Konusmanin akisini bozacak veya farkl bir frekansa kaydiracak cevaplar
asadidakilerden biri olabilir:

e Elestirel — yargilayici, suglayici, uyarici, alayc

e Destekleyici/anlayish — i¢ rahatlatici, teselli edici, sorunu ¢cdzmeye cabalarini
sekteye ugratacak yanlis yonlendiren 6vgi sozleri

e Yorumsal — iggldulerinize dayanarak konusanin sdylemek istediklerini,
duygularini vs. tahlil edip sonuglar gikarmak.

e Mantikli/coziimlemeli — fazla itici veya soguk bir tavirla irdeleme, sorma,
sorgulama

« Ikna edici — tavsiyede bulunmak, éneri/cdziim sunmak, devralmak.

Bu cevaplarin bazilarini kullanmak icin uygun bir an gelebilir ancak gértismeyi ne
derece olumsuz etkileyebileceklerinin de farkinda olmak dnemlidir..

DONUS (geri bildirim)
Ug tiir doniit var:

4. Olumlu déndit: gucll yonleri ve basarilari éver. Vermesi en kolay dénutttir
ancak insanlar cogu zaman bunu yapmayi unutur.

5. Elestirel dondit: sorunlar ve ilerleme kaydedilmesi gereken alanlar hakkinda
konusmayi icerir — vermesi daha zor fakat becerikli bir sekilde verilirse 6nemli

ve yararlidir.
6. Gelisimsel dondit: gelecekteki performansa yonelik tavsiyelerin verildigi olumlu
veya elestirel dondttr.

Kisilerin performanslarini siirdiirmelerini veya ilerletmelerini istiyorsaniz vereceginiz
donut sdyle olmalidir:

o Siirekli: daha dogal olmasi ve saskinliga yol agmamasi igin iliskinizin olagan
bir parcasi gibi olmal.

e Ayrintili: olumlu veya elestirel doniit verirken ne oldugu hakkinda ve nasil bir
etkisi olduguna dair ayrintih 6érnekler verin.
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e 2-way: always leave an opportunity for your feedback to be challenged and
discussed, either immediately or soon after. You may be wrong or you may
have been misunderstood.

o« Immediate: praising or constructively criticising now, not at a future date.

o Based on issues: criticism should be directed at aspect of performance not
at the individual as a person.

e Helpful: concentrating on behaviour that can be improved or changed and
discussing alternative suggestions.

¢ Non-judgemental: describing unhelpful or unproductive behaviour rather
than judging it.

e Forward looking: feedback should not dwell on the negative aspects of past
performance, but should instead look to the future and help develop solutions
to problems.

¢ Not only related to problems: don't forget to include unexpected praise
and regular support for good performance.

Source: adapted from ‘Mentoring for Management Handbook’, Westminster College, 1998.
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Cift yonlii: verdiginiz doniite hemen aninda veya kisa bir silire sonra itiraz
edilmesi ve tartisiimasi icin her zaman bir firsat verin. Hatali/haksiz olabilir
veya yanls anlamig olabilirsiniz.

Aninda: ileri bir tarihte degil aninda 6viin veya yapici elestiride bulunun..
Konuya dayal: elestiri performansa yonelik olmali, bireyin kisiligine degil.
Yardimcr: diizeltilebilecek veya degistirilebilecek davranislara odakl olup
alternatif dneriler tartigiimali.

Yargilayici olmamali: davranisi yargilamak yerine ise yaramayan veya sonug
vermeyen davranisa isaret edilmeli.

Ileriye bakan: doniit gecmis performansin olumsuz ézellikleri lizerinde
durmamali, aksine gelecege bakmali ve sorunlara ¢oziim lretmeye yardimci
olmali.

Sadece sorunlarla ilgili olmamal: iyi performansi 6vmeyi ve destekleyici
sozler sdylemeyi ihmal etmeyin.

Source: adapted from ‘Mentoring for Management Handbook’, Westminster College, 1998.
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