ETHIOPIAN TRANSLATORS ASSOCIATION (ETA)

VOLUNTEER POLICY

1. Purpose

The Volunteer Policy establishes the framework for engaging, managing, and supporting
volunteers within the Ethiopian Translators Association (ETA). Volunteers play a crucial role in
advancing the Association's mission and activities. This policy ensures that volunteers are treated

with respect, provided with clear guidance, and recognized for their valuable contributions.

2. Key Elements of the Volunteer Policy

2.1 Roles and Responsibilities of Volunteers

Volunteers within ETA are expected to contribute to the organization’s initiatives by providing
time, skills, and effort without monetary compensation. The roles and responsibilities of
volunteers will vary based on the needs of the Association and the volunteers' skills, but will

generally include the following:

o Event Support: Assisting with the coordination and logistics of workshops, conferences,
seminars, or other ETA events.
o Administrative Assistance: Helping with administrative tasks such as data entry,

correspondence, filing, and other clerical duties.



o Research Support: Participating in research activities, including collecting data,
analyzing information, or assisting with report preparation.

o Public Relations: Supporting the Public Relations Officer with social media content,
media outreach, and public communications efforts.

e Member Engagement: Assisting in outreach programs aimed at recruiting new
members, supporting existing members, or organizing member activities.

o Translation/Interpretation: Volunteers with appropriate skills may contribute by
providing translation or interpretation services for ETA events, documents, and external

collaborations.

Volunteers are expected to adhere to ETA’s values, policies, and procedures while maintaining a

professional and positive attitude.

2.2 Procedures for Recruiting and Training Volunteers

The recruitment and training of volunteers will follow a structured process to ensure that they are

well-prepared to perform their roles effectively. The following procedures will be implemented:

e Recruitment Process:
o ETA will advertise volunteer opportunities via the Association’s website, social
media platforms, email newsletters, and other communication channels.
o Interested individuals will submit an application that includes a resume and a brief
statement outlining their interest and relevant skills.
o Volunteer candidates may be interviewed to assess their suitability for the specific

roles they are interested in.



o The selection process will be based on the volunteer's skills, availability, and

alignment with ETA’s needs.
e Training Process:

o Once selected, volunteers will receive an orientation session to familiarize them
with ETA’s mission, policies, and expectations.

o Specific training will be provided based on the volunteer's role. This could
include training in translation tools, event management procedures, administrative
systems, or other relevant areas.

o Volunteers will be provided with clear guidelines for their responsibilities,
reporting structure, and how to ask for help or clarification.

o Ongoing support and mentoring will be provided by designated staff or team
leaders to ensure that volunteers feel confident and capable in their roles.

e Code of Conduct:

o Volunteers will be provided with a Code of Conduct outlining the standards of

behavior expected during their engagement with ETA. This includes professional

conduct, respect for confidentiality, and adherence to ETA’s policies and values.

2.3 Guidelines for Recognizing and Rewarding Volunteers

ETA values the time, effort, and skills that volunteers contribute to the Association’s success.
Recognition and rewards are essential to maintaining volunteer morale and encouraging ongoing

participation. The following guidelines will govern the recognition and rewarding of volunteers:



e Recognition:

o Volunteers will be acknowledged publicly for their contributions during ETA
events or in communication materials, such as newsletters, websites, or social
media platforms.

o Certificates of Appreciation will be awarded to volunteers who have made
significant contributions or completed a set number of volunteer hours.

o Special recognition may be given to volunteers who demonstrate exceptional
dedication, such as “Volunteer of the Year” awards.

e Rewards:

o ETA will offer non-monetary rewards, such as free access to training sessions,
workshops, or seminars organized by ETA.

o Volunteers who have contributed extensively may be given priority consideration
for future paid positions or internship opportunities within the Association.

o In certain cases, ETA may offer small tokens of appreciation (e.g., thank-you
gifts, event tickets, or public acknowledgment).

e Volunteer Appreciation Events:

o ETA will host an annual Volunteer Appreciation Event to celebrate the
contributions of all volunteers and provide an opportunity for networking and
socialization.

o Volunteers will also have the chance to share their experiences and provide

feedback to improve the volunteer program.



3. Volunteer Engagement and Support

ETA is committed to providing a positive and rewarding experience for all volunteers. To

support volunteer engagement:

e Open Communication: Volunteers are encouraged to communicate regularly with the
designated staff or team leader, ensuring any issues or concerns are promptly addressed.

e Feedback Mechanism: ETA will provide opportunities for volunteers to give feedback
on their experiences. This feedback will be used to improve the volunteer program and
ensure volunteers’ needs are met.

o Continuous Learning: Volunteers will have access to professional development
opportunities, including workshops, training, and access to resources related to

translation and interpretation, as well as organizational management.

4. Review and Amendments

This Volunteer Policy will be reviewed annually by the ETA Executive Committee to ensure
that it remains relevant and effective in managing volunteers. Any amendments or updates will
be approved by the Executive Committee and communicated to all current and prospective
volunteers.
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