
Week 5:  Staffing Needs
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How do you 
determine staffing 

needs at the 
start-up stage of a 

business and 
CBO/NGO?

①



Strategic Workforce Planning is the process of analyzing, forecasting 

and planning workforce to ensure that an organization has the right 

people – with the right skills in the right places at the right time in 

order to fulfill its mandate and strategic objective.

Strategic Workforce Plan



Start with your Vision and Mission



Strategic Workforce Plan

Monitor   
Progress

Solution 
Formulation
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Evaluate 
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Define 
Business 

Objectives



What roles are 
essential for a start 

up business, 
CBO/NGO?
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First roles to hire for your startup business



Board of Directors

Program Manager

Executive Director

Monitoring & 
Evaluation Manager

Finance & Admin/HR 
Manager

Organization 
Development Manager

Volunteer Coordinator

Office Administrator

Communications & 
Advocacy Officer

Technical Officer
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Factors to consider 
when deciding if 
positions can be 
paid or unpaid



Paid Position Unpaid Position

Work for pay Work without pay

Full-time, part-time, fixed 
term, contract, casuals, 
interns

Volunteers, interns

Compensated Incentivize

Motivated by money Motivated by passion





Creating job 
descriptions



“A job description is an organized, factual 

statement of the duties and 

responsibilities of a specific job.” – Edwin 

B. Flippo.



Job Description Outline

• Job title

• Summary

•Reporting Hierarchy

•Duties and responsibilities

•Required qualifications

•Experience

• Skills and abilities

•Working conditions



Job analysis refers to the process of identifying 

and determining the duties, responsibilities, and 

specifications of a given job. 

Courtesy: Careerminds





Perform a Job Analysis

Data 
Collection

Document, 
Verify & 
Review

Collate 
Information









Recruiting strategies 
for paid vs unpaid 

positions



Recruiting Strategy

A recruitment strategy is a carefully thought out plan that outlines the 

steps and activities that an organization intends to take in order to 

identify, attract and recruit qualified candidates to fill open positions.



How to Recruit for Paid Positions

•Review your Workforce Plan

•Decide on the quality of candidates

•What is your employee value proposition (EVP)?

•Define your sourcing strategy

• Improve your onboarding process

•Create a budget to support your recruitment strategy



Recruiting for Unpaid Positions

Volunteers

•Prepare your volunteer recruitment guidelines

•Decide on your sourcing strategy

•Offer different volunteering opportunities

•Have clear job descriptions

•Incentivize the volunteers



Recruiting for Unpaid Positions

Interns
❑ Build an internship program

❑ Prepare a training program

❑ Develop a job description for your interns

❑ Decide on where to source your interns from

❑ Determine a selection criteria

❑ Compensate



Note:  

It is important to understand the legal 

guidelines and labor laws stipulated in 

your specific country for recruitment i.e. 

for paid positions, interns and 

volunteers in terms of fair working 

practices and compensation.



How do you 
pitch/sell/convince 
the right people to 
take on an unpaid 

position
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✔ Provide valuable hands-on experience

✔ Flexible work environment

✔ Promote organization mission and vision

✔ Offer Training opportunities

✔ Create networking opportunities

✔ Mentorship opportunities



Benefits  that can be 
provided for unpaid 

positions
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• Allowances

• Reimbursable expenses

• Recognition Awards or Certificates or Thank 

you notes

• Training Opportunities

• Acts of gratitude

• Networking opportunities

• Recommendations
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