MN312 Working with Volunteers: HR Project Instructions
Submission Instructions
Due date: Projects must be must be submitted electronically through Turnitin by 23:55 on Friday, 27 September 2024 (week 9). Submit a single document that includes Sheridan’s cover sheet. Submit in .docx or .pdf format only to ensure successful submission.
Late submissions will incur the standard late penalty described at page six of Sheridan’s BBus Course Outline, i.e. ‘a penalty of 5% deduction per day of the maximum mark possible. Students may receive a score of 0 if work is submitted more than one week late.’ 
Assignment Instructions
This assignment will be marked as a percentage (i.e. out of 100). It is worth 40% of your total grade.
HR Document – 20 marks; Content of Explanatory Memo – 40 marks; Logical Organisation of Explanatory Memo – 20 marks; Quality of Writing – 20 marks
Scenario: The Concordia Coalition is a not-for-profit organisation (NFP) focused on prevention of domestic violence, providing support services to victims, educating the public about the broader social impact of this type of crime and advocating legal and policy reform.  
Having worked for years to build a solid reputation, Concordia Coalition has acquired a strong network of donors and supporters. Since 2020, there has also been a significant increase in expressions of interest from members of the public interested in volunteering. 
Assignment: As the HR Manager of Concordia Coalition, you have been asked to create a new role with the title ‘Manager of Volunteers’. Because this role is new, a position description (PD) will need to be created. Be sure to research PDs used by other NFPs and use these observations to improve the design of the new PD for a Manager of Volunteers. Along with the PD, you must also submit an explanatory memorandum (1500-word limit) outlining a) how this volunteer role will support the mission/vision of Concordia Coalition; b) what you learned from your research into PDs of other NFPs; c) how you decided what to include in the PD document; and d) a recruiting strategy to fill this role. A memorandum that exceeds the word count by 10% or more will be penalised 10% of the value of this part of the item of assessment. 



