
Finding a Good Fit: A Checklist for Preparing your Non-Profit or Agency to Offer 
Encore Opportunities and Find Good Candidates 

 

The success of your Encore role and the mutual satisfaction of your Encore participant and 
your office will depend on roles that reflect the following thoughtful preparation on your 
part. 

 

A qualified Encore candidate will want to know you have addressed these points: 
 

PURPOSE 
□ How does this position enhance/make a difference (a) to your unit/organization’s goals 

and mission (b) for the common good? 
 

CLARITY and CONTEXT 
□ Does this Encore position have a job description? 
 

□ Is there a written application? Does the unit/organization have a defined process for 
engaging people in Encore positions (paid or volunteer)? 
 

□ Is there a clear line of reporting for the Encore participant? 
 

□ How was this work handled before this Encore position was created? 
 

SKILLS AND EXPECTATIONS: A MATCH? 
□ What skills are you looking for? Do the skills needed match the skills and interests the 

candidate has or can readily acquire? Is there any special training required for this 
position? Do you offer it? 

 

□ What kind of time commitment is needed for this position: How many hours a day? A 
week? For how long a period of time: Long-term commitment? Short-term, project-
oriented role? 

 

□ What are the responsibilities and expectations of the Encore participant? Is this a 
specific Encore project with a clear goal and attainable accomplishments? Is this role 
part of a contribution to a larger effort with a clear goal? 

 

ON-BOARDING 
□ Does the unit/organization provide orientation for new volunteers? 

 

□ Is there a handbook or anything in writing about the place of Encore volunteers or 
participants in this unit/organization? 

 

FEEDBACK, EVALUATION, RECOGNITION 
□ What opportunities are there for mutual evaluation and recognition of the Encore role 

and the Encore volunteer and at what times in the process? 
 

□ Is there a possibility that, if this role is uncompensated, it will turn into a paid Encore 
position? At what point will you clarify this with the Encore participant? If so, would the 
current participant be eligible for consideration?  


