
 
 
 

VOLUNTEER MANUAL 
 

Celebrating 30 Years of Making a Difference  
in the Lives of Chicago’s Youth. 

 

Contact: 
Emily Drake 
Manager, Volunteer Services 
(312) 499-4778 x148 
edrake@jfychicago.org 
 

 

 



VOLUNTEER GUIDELINES 
 
YOU HAVE THE RIGHT TO… 

1 .   Choose Your Own Schedule 
The volunteer opportunity at Jobs For Youth is unique in that volunteers work during their 
lunch hour 2-3 times per month by their own choosing. The Manager of Volunteer Services 
will e-mail the monthly calendar to all volunteers as well as post it on-line via our website.  
When you are signing up to teach a class or conduct interviews:** 

1. Go to www.jfychicago.org 
2. Click “volunteer”, then “schedule”, then “login” 
3. Username:  volunteer 
4. Password:   jfychi 
5. Enter your first and last name, plus your e-mail address 
6. Return to the monthly schedule to make sure that your name appears on the correct 

date/session 
7. And you’re done! 

**Please only sign up if you plan to teach or interview; if you plan to observe, please e-mail 
the Manager of Volunteer Services.   
 
2 .   Be in Charge of Your Classroom 
If you encounter a student who is being unruly, disrespectful, or a general distraction to the 
rest of the class, you may tell the student to sit in the lobby until class is over.  Please notify 
the Manager of Volunteer Services if this occurs, because the Workshop Instructor needs to 
be notified of this behavior as soon as possible.  
 
3.    Take A Step Back 
If you happen to have a busy month at work, go on vacation, or have second thoughts as to 
whether JFY is the right volunteer opportunity for you, just let the Manager of Volunteer 
Services know.  We understand that life circumstances change; volunteering should bring a 
sense of fulfillment to the volunteer and the people they are helping.  If you have any 
concerns at all, it is best to express them in order to ensure that you and our clients are 
getting the most out of the volunteer experience.   

 
 

IT IS YOUR RESPONSIBILITY TO… 
1.  Arrive on Time to Volunteer Sessions: 
Consider whether your schedule will allow you to fulfill your volunteer time commitment. We 
rely on our volunteers being here and being on time.  The workshop and GED classes run on 
a very tight schedule.  If a volunteer does not show up or shows up late, JFY staff must fill in 
or tasks will go undone. If from time to time you are unable to keep your commitment, please 
notify the Manager of Volunteer Services as soon as possible. Volunteers who are late or 
absent on a regular basis may be asked to find a more suitable position for their schedule, or 
to take a leave from volunteer work until they are able to meet the time requirements. 
 
2.  Dress Appropriately 
At JFY, it is our goal to set a professional example for our clients at all times.  We ask that 
when you volunteer, please do not wear jeans, shorts or t-shirts.  We realize that many 
offices are business casual.  In this case, khakis and a button-down shirt or blouse is 
perfectly fine, and of course professional dress is acceptable as well. 
 



3.  Notify JFY Staff of Inappropriate Client Behavior 
If at any time a client is disrespectful or disruptive during a class, or if a client acts 
inappropriate toward you in any way, we ask that you notify the Manager of Volunteer 
Services that same day so that we can take appropriate action.  Our clients are being 
prepared for the workforce; if they are not behaving professionally at JFY, we cannot be sure 
that they will behave professionally in an interview or on the job.  Since this could affect our 
relationship with employers, these issues need to be addressed in a timely manner.  We 
thank you for your help in this regard. 

 
 
YOU ARE ENCOURAGED TO… 

1. Have fun! JFY students count on your enthusiasm. The workshop is an intensive 
experience and the levity and general positive attitude you bring to instruction is 
welcomed and appreciated. 

 
2. Use your prowess. You are volunteering at JFY for a reason: to empower youth and 

teach them about the world of business and developing their career. Relax. You’re 
already an expert. Infuse the sessions with your real-life experience and bring your 
perspective. 

 
3. Bring in examples.  Workplace articles are posted every minute online, so if you read 

something relevant, bring it in, hand it out, read from it.  Anything from “how to interview” 
to job descriptions that may help highlight points made in Transferable Skills, it’s all 
welcome. Again, your perspective is important and valuable. 

 
4. Keep in touch. Many volunteers write their emails on the board before they even begin, 

as a way to bring authenticity and empathy to the classroom.  Looking for a job is hard, 
but if our students know you care enough to answer questions or keep in touch it can 
make a big difference in their confidence level. 

 
5. Give feedback. JFY is constantly looking to improve our methods and instruction, 

particularly as it relates to the volunteer-based curriculum. If you have a question, please 
ask, and suggestions are welcome too.  Though we have been in the “business” for 30 
years and have a pretty good idea of what works, we are open ears.  

 
 
 
Thank you for choosing to give your time and enthusiasm to 
Jobs For Youth/Chicago. We are so glad you’re here! 

 



TRANSFERABLE SKILLS 
 
“Just because you haven’t, doesn’t mean you can’t.” 
 
 

PURPOSE 
Because Transferable Skills is taught on day one of the workshop, it requires a passionate 
and enthusiastic volunteer to engage the clients in some of their first interactive dialogue.  
Many of the students entering the workshop have not taken a critical look at what they have 
done so far by way of schooling, volunteer work and jobs to see what skills they have that 
can help them pursue their short-term goal (e.g. bank teller, teaching assistant, accountant, 
file clerk or executive assistant).  Volunteers help students to identify these skills and 
understand why they are valuable. 

 
CURRICULUM GUIDELINES 

Introduction – Introduce yourself and tell the students what you do for a living.  Explain that 
the class will help students understand how many skills they have learned previously have 
value to an employer, as long as they can be related to the job for which they are 
interviewing.  
 
(Sample definition: Transferable skills are those you have acquired during any activity in your 
life -- jobs, classes, projects, parenting, hobbies, sports, virtually anything -- that are 
transferable and applicable to what you want to do in your next job.) 
 
Ask who knows the difference between hard skills (skills that you can learn in a class or be 
trained/certified in) and soft skills (innate qualities). Emphasize that both are important. Some 
example skills are multi-tasking, time management, speak a foreign language, train or teach 
others, research, keep records and repair equipment.  
 
Take an inventory of some of the jobs or experiences students have acquired and the skills 
they needed to have to keep the position. Take an inventory of what jobs some of the 
students are looking to get after graduation and ask them to list some of the skills each 
requires. Compare the two, highlighting the bridge between what they have done and what 
they can do.  
 
(e.g. A McDonald’s cashier had to make sure their drawer balanced every day.  They may 
not have the precise experience to work at Chase as a teller, but they have the cash-
handling skill required.) 

 
CLOSING THOUGHTS 

The Transferable Skills discussion is the basis of the answer to the question, “Why should I 
hire you?” It provides JFY students with the ammunition to answer the question in a way that 
will sell themselves effectively. 
 
JFY clients should always back up their answers with examples, a rule they will continue to 
hear throughout the workshop. In the same vein, make sure clients are aware that their 
answers must relate to the job they are interviewing for.  

 




