IEP Skill Set for Nonprofit Impact
>

C (Check all that apply to YOU!)

NONPROFIT CENTER
OF THE BERKSHIRES

OFFICE/ADMIN

Microsoft Word

Microsoft Excel

Microsoft PowerPoint

Constant Contact or Mail Chimp
Survey Monkey

G Suite/Dropbox and file sharing
Filing & Archiving

Office & email
etiquette/professionalism
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DATA
[] Databases - data entry, import &
export
[] Data collection, reporting & analysis
[1 Research skills

CREATIVE/MARKETING

Social Media

Graphic Design/Desktop Publishing
Web site design & maintenance
Video/Photography

Arts & Crafts

Displays

Event production
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FINANCE/SALES
[] Bookkeeping & accounting
[0 Money Management/Cash Handling
[ Sales/Invoicing via PayPal, Stripe,
Square

liana@npcherkshires.org

npcberkshires.org

FUNDRAISING

[1 Fundraisers, i.e.: Car Wash, Bake Sale,
Walk-a-thon, etc.

[J Online Fundraising, i.e.: Go Fund Me
campaign, Facebook Birthday
fundraiser

[0 Introducing nonprofits to your network
of family & friends

[ Serving asan "ambassador”

OTHER
[J Networking/Public Speaking
[1 Technical skills (Software, hardware,
computers and other equipment)
[0 Verbal Skills: Spanish, Sign Language,
Other:

PERSONALITY/WORK ETHIC

Timeliness

Leadership

Customer Service
Energetic/passionate

Patience

Time management
Organization/detail-oriented

Enjoy working with others/in a group
Enjoy independent projects
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413.645.3151



7 Qualities of Being a Great Volunteer!

ENERGETIC

The number one thing you can bring to the table is all that energy you have stored somewhere inside you! When
you are enthusiastic about a cause, your energy will be contagious and spread to others. You will not only feel
fantastic, but you will find that your positive spirit can motivate others to take action towards the cause as well.

FLEXIBLE

Organizations often recruit volunteers for roles of all kind. It might be using your hard-eared, high-level skills one
day, and packing boxes the next. Your willingness to jump in and help with any tasks that may arise will open doors
to new experiences and allow you to make a difference in a variety of ways! And for those of you looking for work
experience, an open mind and being ready to step up (even when unexpected things occur) will look great on a
resume and build your personal skill set!

IMAGINATIVE AND CREATIVE

Allowing your mind to be free and creative and being passionate about your dream to make a difference will help
bring a fun and loving spirit to any volunteer opportunity. Who knows, you may even find yourself getting creative
about other ways to help your organization of choice!

RELIABLE AND COMMITTED

This one is pretty simple- if you make a commitment to a volunteer organization, make sure you can follow through!
These organizations count on your commitment to the cause! Of course as with all things in life, things happen, just
stay open and honest! And if you have chosen a longer-term opportunity, being committed on a regular basis for a
period of time can be a great way to gain skills and make a lasting impact with your work!

SELFLESS

This is what volunteering is all about. Giving your time to a cause you believe in, in order to help others in the
process. The whole experience can be very rewarding and addictive! A little selflessness can go a long way and you
might just find you get a lot out of the experience.

PASSIONATE

When you align your passions with your volunteer work, the most uninteresting tasks can be brought into a whole
new light. When you become passionate about the cause and the organization is when your work is going to have
the biggest impact. Not to mention, passion is just as infectious as energy. And remember, not every volunteer role
is "on the frontlines” of the cause you are supporting...but without people in the background, sometimes doing the
thankless, unglamorous jobs, the whole organization would collapse.

TEAM PLAYER

Last but not least, being a part of a team is essential to volunteering. The world is very rarely changed by just one
person. Instead it's the collective efforts of a group of committed individuals, working together that makes the
difference. Stay friendly, respect all opinions, and be compassionate and you can achieve something wonderful with
your team!
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