GMA Dove Award Volunteer Coordinator 
Your position as Volunteer Coordinator for the GMA Dove Awards is vital to the success and smooth running of the most prestigious night in Gospel Music.  Included below are your responsibilities and some helpful tips concerning certain areas in your job description.

Job Description

The Volunteer Coordinator must find volunteers to fill the positions of seat-filler, talent escort, production assistant, and any other positions specified by the GMA or production.  He or she will work closely with the production company and his or her supervisor to recruit trustworthy volunteers, collect their forms, enter them into the database, and stay in contact with them until the evening of the awards.  During the awards, he or she must coordinate and check in the volunteers and help backstage in any way possible.

Setting Up
You will need to learn how to use Filemaker, Microsoft Excel, and your GMA Outlook email, as you will use these three programs almost daily.  Your GMA supervisor is available for any questions you have that you cannot answer.  

Finding Volunteers
Many volunteers will make your job easier by finding you through the website, a friend, or from previous years’ experience as a volunteer.  Previous experience is always a plus.  However, you will likely have to look elsewhere to fill the rest of your spots.  Churches, Christian Businesses, and Colleges are great places to look for good volunteers.  You may create a MySpace or Facebook profile to spread awareness and recruit.  Be creative and have fun with this part, while remaining professional.  Also, especially when finding volunteers who will work backstage with the artists, it is best to use previous, trusted volunteers and/or people you already know who are trustworthy.
Setting Deadlines
It is important for you and your volunteers’ sake to set specific deadlines for applications and arrival times on the night of the awards.  This will ensure that there is organization and your supervisor will help you with this.
Collecting Forms

Volunteers are encouraged to fax their applications into the office, where you will then enter them into Filemaker or any other database that the GMA is using.  Make sure you keep track of these forms in case something is entered incorrectly into the database or there is a question regarding the applicant.  It is advisable to keep them in a notebook, alphabetically, which will be available in the supply closet.
Data Entry
This part can become a bit monotonous, but it is something that you will do almost everyday.  Attention to detail is important here.  You can search the Filemaker database by pressing [Ctrl][F] and typing in the volunteer’s last name.  This will pull up their records if they have volunteered in the past with the GMA and may include comments on how useful/efficient they were.
Keeping In Contact with Volunteers
It is important to keep in contact with all of your volunteers, especially if there are changes made to an original email.  Keeping them all in one email list is helpful.  Also, many of them will have lots of questions.  Answer them in the best way you can, and in a polite, professional manner.  If you have a question or volunteer that you cannot handle, you can send them to your supervisor.
What to do if…

A volunteer does not show up – keep backups in case of emergencies.  Things happen, even on the day of the Dove Awards, so make sure you are prepared.
A volunteer is rude – send them to your supervisor.  They will help make your job easier.

You cannot find enough volunteers – get creative in your approach.  Your supervisor should also have several databases of previous volunteers that you may use.  For instance, the Belmont Service Corps from Belmont University often supply us with between 50 and 100 volunteers.
The Week of…
You will be used during GMA Music Week in various capacities.  Make sure you do whatever is asked of you to the best of your ability.  Also, it is important to find time to check and send emails and make sure there are no major changes with volunteers.  Though you should have most of your volunteers by now, your list will absolutely change during this week, as people cancel and more people want to add at the last minute.  Expect this and don’t let it overwhelm you.
The Day of…

You will arrive at the venue early in the morning to run over everything with production.  After a meeting and run-through, make sure you have everything you need (credential badges, lists of backstage volunteers, pens, etc.).  Check in your volunteers.  Make sure everyone is in their place.  Breathe.  Do your assigned job for the evening.
If you have any other questions, feel free to contact Brandon Palma at ooeguy33@yahoo.com.  

Notable Volunteers
All-Stars
Jacob Hubbard – (615) 335-7497

Lici Brown – (832) 563-2218

John Shults – (615) 587-5251

Azariah Southworth – (615) 474-5288

Leslie Dudney – lad2v@mtsu.edu

Gerica Davis – (615) 478-7999

Michelle Castro – (615) 834-6171

Natasha Maciuk – (615) 400-5280
Kelly Higdon – (615) 485-4757

Jeff Mackie – (615) 545-3057

Thomas Bennett – Belmont Service Corps

Germs
Corey Sue Ward (Has volunteered previously, but should not volunteer again)

Mimi Mills (Same as above)

These were truly the only volunteers who really stuck out, whether positively or negatively.  Everyone else was great.
