Managing Your VolunteerMatch Account: 
Jurisdiction and Branch Administrator Options


Depending on your needs and how your jurisdiction wants to operate, there are a few ways you may manage your VolunteerMatch account. 

Option A: Jurisdiction Manages One Account Inclusive of All Branches
· An administrator at each jurisdiction would be in charge of posting opportunities for each branch under one account. This person would be the sole person responsible for updating projects, receiving email volunteer referrals and forwarding each email to the necessary branch or program contact for that potential volunteer within 24 hours.
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You will create volunteer projects or opportunities for each branch, and include the branch name in each opportunity, for instance “Computer Lab Assistant: Crestline Branch Library” 
· You will be able to get one monthly activity report that covers all branches and all volunteer opportunities posted.
· Volunteers searching for a project will see each opportunity connected to the jurisdiction rather than the area local branch.  
· Advantages of this approach include roll up reporting, consistent administrator rights and more uniform messaging across the jurisdiction. Potential Disadvantages of this approach include stress to a single individual’s work load and no way to describe different activities at the branches, except through the volunteer projects or opportunities you list. 
Option B: Jurisdiction Manages Each Branch Account

· One administrator in the jurisdiction would be in charge of posting opportunities for all the branches, but each branch would have its own organization page. (see below) The jurisdiction administrator would still be the sole person responsible for updating volunteer opportunities, receiving email referrals and forwarding each email to the necessary contact within 24 hours.
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You will get separate monthly activity reports for each branch.
· You would be able to add information on each branch’s organization page which is specific to their initiatives, location, etc. 
· Volunteers searching for a project will see the each opportunity connected to the area local branch rather than the jurisdiction.

· Advantages of this approach include individual messaging on initiatives for each branch, consistent voice between branches in a jurisdiction and consistent administrator rights. Potential Disadvantages include stress to an individual’s work load and a disjointed interface for posting projects for each branch. 
Option C: Individual Branch Contacts Manage Individual Branch Accounts
· During set up, you will need to assign each branch account a local administrator.
· You will need to ensure that each branch administrator is trained and understands how the tools should be used.

· Once you have delegated these tasks, each branch administrator will manage their own account and program. They will be in charge of answering email referrals from volunteers, updating volunteer opportunities, etc. The jurisdiction coordinator will want to check in on each branch to ensure they are using the tools to their fullest advantage.
· Monthly activity reports are separated by branch and are sent to each branch administrator. 

· Volunteers searching for a project will see the each opportunity connected to the area local branch rather than the jurisdiction.

· If a contact at a local branch leaves, you will need to ensure that you add a new administrator to their VolunteerMatch account.

· Advantages of this approach include delegated responsibilities among multiple administrators, individual messaging for each branch’s initiatives and more freedom for each branch to post their needs. Potential Disadvantages include potential inconsistency in messaging or administrators, disjointed reports and less control by the jurisdiction.
