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COMMUNITIES & BUSINESS

WORKING TOGETHER

TOOLKIT

Introduction

Business in the Community Ireland has developed a toolkit for community and voluntary organisations to help them identify their priority needs for non-financial business support.

Identifying volunteering opportunities

The toolkit provides practical exercises to help groups specify the type of volunteering opportunity, the task, time and volunteers required. The goal is to develop a wide range of different types of opportunities with the objective of encouraging a company to become involved in the community and to build a partnership that is mutually beneficial and sustainable. 
The exercises cover the following types of support:
1. professional skills/expertise

2. general volunteering
3. personal interest/hobbies
4. community team projects

5. company resources

Next steps
On completion of these exercises, a community group will have a “menu of opportunities” list with which to approach a local business. Further consultation and discussion can take place with staff, management and the board on the volunteering opportunities and agreement reached on next steps. This is just step 1 in a 7 step process on how communities and business can work together. Further information on this process is available in “Communities and Business Working Together “guide on www.bitc.ie
1: Volunteers with Professional Skills
Instructions:

Complete Part 1
· Part 1 of this exercise provides a list of skills that may be relevant to your organisation.

· The importance of each skill can be rated as low, average or high. 

· Working through this list rate each skill according to how important it is to your organisation.

· Do not worry about whether the skill is present or not just if you deem it to be important to effectively achieve the aims of your organisation.

· For example if your organisation employs staff then Recruitment & Selection should be ticked as high importance.

Complete Part 2
· Part 2 again provides the same list of skills.  This time you are rating each skill according to level of expertise in the organisation.

· The level of expertise can be rated as low, average or high.

· Working through this list rate each skill according to the current ability within your organisation.

· Give careful consideration to how you rank each skill.  For example your project manager might be quite capable of preparing your financial statements, however due to time constraints this aspect of work is brought home and completed on the project manager’s own time.  In this instance current ability should be marked as low as it is not possible to complete required tasks during normal work time.
Assess Results

· Fold part 1 backwards along the thick black line so that you can see the completed table on part 2 alongside the completed results of page 2.

· Compare your results from both parts of the exercise.

· If there are ticks in 2 adjacent grey boxes this is a priority skill that you may require expertise on.

· These skills gaps may be addressed through employer-supported volunteering.
Skills Analysis – Part 1
Rate the importance  of each of the skills listed is to your organisation.
	
	Importance

	Skills
	Low
	Avg
	High

	Strategic Planning e.g. 3 year work plan
	
	
	

	Business Planning
	
	
	

	Project Management
	
	
	

	HR Legislation/compliance
	
	
	

	Leadership & Management
	
	
	

	Selection & Recruitment
	
	
	

	Staff Appraisals
	
	
	

	Staff Manual/Handbook
	
	
	

	Professional development 
	
	
	

	Training needs analysis
	
	
	

	
	
	
	

	Administration Support
	
	
	

	Accountancy
	
	
	

	Financial Administration
	
	
	

	Financial Reporting
	
	
	

	Budgeting
	
	
	

	Financial Planning
	
	
	

	Audit
	
	
	

	
	
	
	

	Having IT Technical Support
	
	
	

	Designing a Website
	
	
	

	Updating a Website
	
	
	

	Using Email
	
	
	

	Using Word Processing
	
	
	

	Using Spreadsheets
	
	
	

	Using Databases
	
	
	

	
	
	
	

	Making a Presentation
	
	
	

	Writing a Press Release
	
	
	

	Dealing with the Media 
	
	
	

	Preparing Marketing Plans
	
	
	

	
	
	
	

	
	
	
	

	Design Fundraising Campaigns
	
	
	

	Fundraising/Running events
	
	
	

	
	
	
	

	Conducting Research
	
	
	

	Completion of Tenders
	
	
	

	
	
	
	

	Health & Safety
	
	
	

	Environmental Awareness
	
	
	

	
	
	
	

	Lobbying Skills
	
	
	

	Policy Development
	
	
	


Skills Analysis – Part 2
Rate your organisation’s current ability level for each of the skills listed.

	
	Current Ability

	Skills
	Low
	Avg
	High

	Strategic Planning – e.g. 3 year work plan
	
	
	

	Business Planning
	
	
	

	Project Management
	
	
	

	HR legislation and compliance
	
	
	

	Leadership and Management
	
	
	

	Selection & Recruitment
	
	
	

	Staff Appraisals
	
	
	

	Staff Manual & Handbook
	
	
	

	Professional Development
	
	
	

	Training needs analysis
	
	
	

	
	
	
	

	Administration Support
	
	
	

	Accountancy
	
	
	

	Financial Administration
	
	
	

	Financial Reporting
	
	
	

	Budgeting
	
	
	

	Financial Planning
	
	
	

	Audit
	
	
	

	
	
	
	

	Having IT Technical Support
	
	
	

	Designing a Website
	
	
	

	Updating a Website
	
	
	

	Using Email
	
	
	

	Using Word Processing
	
	
	

	Using Spreadsheets
	
	
	

	Using Databases
	
	
	

	
	
	
	

	Making a Presentation
	
	
	

	Writing a Press Release
	
	
	

	Dealing with the Media 
	
	
	

	Preparing Marketing Plans
	
	
	

	
	
	
	

	Designing Fundraising Campaigns
	
	
	

	Fundraising and Running events
	
	
	

	
	
	
	

	Conducting Research
	
	
	

	Completion of Tenders
	
	
	

	
	
	
	

	Health & Safety
	
	
	

	Environmental Awareness
	
	
	

	
	
	
	

	Lobbying Skills
	
	
	

	Policy Development
	
	
	

	
	
	
	


2: General Volunteer Roles

Using the table below, list as many volunteer roles as possible that do not require a particular skill set, i.e. you could reasonably expect that most individuals with adequate time on their hands would have the capacity to complete the task in question.

	Task
	No. Volunteers
	Time Commitment

	E.g.

Spring clean
	15
	1 day /One-off

	File Training Applications
	1
	2 hours/Weekly

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3:  Personal Interest/Hobby Volunteers

Using the table below, list as many volunteer roles as possible that need a particular personal skill set or interest. 

	Personal Interests
	Description of Activity
	Focus Group
	No. Volunteers
	Time Commitment

	E.g.

Sport
	Football tournament
	Youth (12-18)
	15
	Sports Day

1 full day



	Art
	Photography
	Young mothers group


	2
	2 hours/Weekly

	Music


	Sing-along session 
	Older people
	1
	3 hours for twice a month

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4: Community team projects

A community team project is a practical task undertaken by a team of employees who are responding to a need in the community. A challenge requires its team to achieve a defined objective in a set period of time. In addition to bringing valuable resource to community projects, challenges are a generator of positive team building.
Who Benefits?

The beneficiaries are threefold.  Community groups gain from the completed activity as well as from the exposure to business people and from the possibility of a longer term association with the company.  Companies benefit from the improved team building skills and from the increased motivation and commitment of staff.  Employees involved in the challenge benefit from the skill development opportunities, from the ability to work alongside colleagues in a different environment and from the exposure to the wider community.

Community benefits
Teams of employees can make a real contribution to the community by:

· Providing direct practical help on physical projects such as painting and decorating of buildings, creating a sensory or vegetable garden etc.
· Improving the quality of life in many areas including estates, hostels, hospices and training establishments
· Improving the environment through clean-ups, planting, spring cleaning 
· Providing managerial or technical support and assistance to a broad range of community projects

· Facilitating team building for employees of community organisations and charities

	Team Project
	Description of Activity
	Focus Group
	No. Volunteers
	Time Commitment

	E.g. Development of  new youth cafe 
	 Painting and decorating the cafe.
	Youth (12-18)
	15
	1 full day



	Environmental 

project


	Woodland spring clean – weeding, tidying and planting new trees
	Environment
	10-15
	1 full day



	
	
	
	
	


5: Company Resources
	Resources 
	Tick
	Detail requirements

	In-house Services
	
	

	
Photocopying
	(
	

	
Word Processing
	(
	

	
Printing
	(
	

	
Telephone
	(
	

	Equipment / Facilities
	
	

	
Office Equipment
	(
	

	
Office Space
	(
	

	
Meeting Rooms
	(
	

	
Conference Facilities
	(
	

	
Training Course Places
	(
	

	
Canteen for Parties
	(
	

	
Sports facilities
	(
	

	
Van
	(
	

	Donations
	
	

	
Payroll giving
	(
	

	
Charity of choice
	(
	

	
Product
	(
	

	Other
	
	

	
	
	

	
	
	


6: Menu of Opportunities
Using the results of steps 1 to 5 above, fill in the menu of opportunities that exist within your organisation.

	
	Once-Off
	Monthly
	Weekly

	Professional Skills

(i.e. skills areas you identified using exercise 1)


	
	
	

	General Volunteer Roles
(Exercise 2)
	
	
	

	Personal Interests/Hobbies
(Exercise 3)
	
	
	

	Community Team Projects

(Exercise 4)
	
	
	

	Company Resources
(Exercise 5)
	
	
	


Other examples for your organisation might fall into one of the following categories.

· Educational support with After Schools clubs
· Mentoring
· Professional advice on specific projects
· Board of Management
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