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1. Definition of Volunteering 
A Volunteer is a person who performs a task at the direction of and on behalf of the PMILC without 
compensation or expectation of compensation beyond Professional Development Units (PDUs). A 
volunteer must be officially accepted and enrolled by the PMILC prior to performing and 
completing the assigned task.  

 
2. Benefits of Volunteering  
Volunteering activities not only serve PMILC, but also make a positive difference to the volunteer 
by:  

 Earning Professional Development Units (PDUs),  

 Meeting project managers and stakeholders in the local area, and networking with peers,  

 Maintaining connections with those involved in PMILC,  

 Learning and applying project management skills,  

 Enhancing the volunteer professional and communication skills (writing, presentation, 
leadership, etc.), 

 Helping the community and gaining insight into community issues,  

 Contributing to the volunteer areas of interest and expertise, 

 Gaining job experience,  

 Improving self-esteem and confidence, 
   

As an additional benefit, Opportunities are continuously updated in PMI VRMS system.  

3. PMI Lebanon Chapter (PMILC) Mission Statement  
Providing support and applying engagement in the field of continuous education and self-
improvement for current and future project managers in Lebanon while promoting the community 
of PMI Lebanon chapter (PMILC) to make it grow and evolve. 

The goals of PMILC are best achieved by the active participation of volunteers. It is recognized that 
volunteers play a very important role in our organization and their efforts contribute to the overall 
success in the PMILC.  

Volunteers willing to offer their services to PMILC will receive a response to their  proposal within 
72 hours. The involvement of volunteers  in PMILC is highly encouraged and supported.   

4. Volunteering Application  
To express your interest, please go to Volunteer Resource Management System (VRMS) -
https://authentication.pmi.org/?r=https://vrms.pmi.org/, submit your information, and apply to 

https://authentication.pmi.org/?r=https://vrms.pmi.org/
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an open Volunteer position. The more information provided, the better the chance of being 
matched to a position quickly. Open positions are published on PMI VRMS system. 

Your application will be reviewed by the VP of Volunteers, responsible for Volunteering 
Coordination and Operations, or by other members of the Board. The VP of Volunteers, or 
Operational area VP will contact you to discuss about the opportunity.  

If you have any other questions, you can contact VP of Volunteers via e-mail at 
volunteers@pmilebanonchapter.org.  

5. Role  
The role of a Volunteer will be clearly defined in the Volunteer Position in PMI VRMS. In every 
situation where a volunteer is needed, an agreed statement of tasks will be provided. Volunteers 
are required to be adequately prepared for the volunteer assignments with the understanding of 
the defined expectations of the role. Specific activities will be identified for which a volunteer can 
take responsibility.  

6. Volunteering Coordination and Operations  
The productive utilization of volunteers requires a planned and organized effort. The VP of 
Volunteers shall bear primary responsibility for effective volunteer utilization, for assisting staff in 
identifying productive and creative volunteer roles, for reporting and for tracking and evaluating 
(as applicable) the contribution of volunteers to the PMILC, for maintaining liaison with other 
volunteer-utilizing programs within the PMILC and assisting in community-wide efforts to 
recognize and promote volunteering. Each Operational area VP shall bear primary responsibility 
of hiring their own volunteers.  

The board member supervising the volunteers is responsible for maintaining regular 
communication with the VP of volunteers on the status of volunteers. The VP of volunteers is 
responsible for the timely provision of all necessary on line paperwork using VRMS. The VP of 
Volunteers should be informed immediately of any substantial change in the work or status of a 
volunteer and the PMILC board should be consulted in advance before any corrective action is 
taken.   

7. Recruitment and Placement  
Volunteers shall be recruited by PMILC on a pro-active basis, with the intent of broadening and 
expanding the volunteer involvement within the community. Volunteers shall be recruited 
without regard to gender, physical disability, age, race or other condition (as per chapter policy). 
The sole qualification for volunteer recruitment shall be suitability to perform a task on behalf of 
the PMILC, and if a requirement of the position , a member of PMILC and an active PMI member 
and PMILC also.  Volunteers may be recruited through either an interest in specific functions or 
through a general interest in volunteering which will later be matched with a specific function.  
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No final acceptance of a volunteer shall take place without a specific and clear written volunteer 
position description for that volunteer.  

8. Interviewing  
Prior to being assigned or appointed to a position, all volunteers will be interviewed by the PMILC 
requesting the volunteer resources to ascertain their suitability and interest for that position. The 
interview should determine the qualifications of the volunteer, the commitment to fulfill the 
requirements of the position, and answer any questions that the volunteer might have about the 
position. Interviews may be conducted either in person or by other means. 

 
9. Placement  

 
The placement of a volunteer in a position should be based on the interests and capabilities of 
the volunteer and to the requirements of the volunteer position. No placement shall be made 
unless the requirements of both the volunteer and the supervising staff can be met: no volunteer 
should be assigned to a ‘make-work’ position and no position should be given to an unqualified 
or uninterested volunteer.  

10. Supervisor Requirement  
Each volunteer who is accepted to a position within the PMILC must have a clearly identified 
supervisor who is responsible for direct management of the work of the volunteer. This supervisor 
(normally the VP of volunteers) shall be responsible for day-to-day management and guidance of 
the work of the volunteer and shall be available to the volunteer for consultation and assistance.  

11. Evaluations  
Each Operational Area VP shall periodically evaluate volunteers’ works. The evaluation session is 
utilized to review the performance of the volunteer, to suggest any changes in work style, to seek 
suggestions from the volunteer on means of enhancing the volunteer’s relationship with the 
PMILC, to convey appreciation to the volunteer, and to ascertain the continued interest of the 
volunteer in serving in that position. Evaluations should include both an examination of the 
volunteer’s performance of position responsibilities and a discussion of any suggestions that the 
volunteer may have concerning the position or project with which the volunteer is connected. The 
evaluation session is an opportunity for both the volunteer and the PMILC to examine and improve 
their relationship.  

12. Records Maintenance  
Volunteers shall be responsible for submitting all appropriate records and information to the VP 
of Volunteers at volunteers@pmilebanonchapter.org in a timely and accurate fashion.  

Volunteer personnel records shall be treated in strict confidentiality.  
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13. Conduct of Volunteers  
Volunteers shall implement “the Guidelines for the Conduct of PMI Chapter Leaders and 
Volunteers”  

No person who has a conflict of interest with any activity or program of PMILC, whether personal, 
philosophical, or financial shall be accepted or serve as a volunteer with the PMILC. The volunteer 
shall sign a conflict of interest agreement (attachment 01). 

14. Confidentiality  
Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged 
information to which they are exposed while serving as a volunteer. Failure to maintain 
confidentiality may result in termination of the volunteer’s relationship with the PMILC or other 
corrective action. The Volunteer will be required to sign a confidentiality agreement (attachment 
02). 

15. Timesheets  
Individual volunteers will be responsible for tracking their own hours spent for each activity and 
submit timesheets to PMILC.  

16. Rights and Responsibilities  
Volunteers are viewed as a valuable resource to PMILC.  Volunteers shall be extended the right to 
be given meaningful assignments, the right to be treated as equal co-workers, the right to 
effective supervision, the right to full involvement and participation, the right to safe working 
conditions, and the right to recognition for work done. 

Volunteers have the right to make suggestions and participate in decision making. They shall be 
allowed to make mistakes and learn from them. 

In return, volunteers shall agree to actively perform their duties to the best of their abilities and 
to remain loyal to the goals and procedures of PMI and PMILC Chapter. Volunteers shall: 

 Be reliable, punctual, committed and professional,  

 Honor commitments, 

 Accept the chain of command, 

 Prepare the resources for carrying out the activity to a high standard, 

 Respect each other irrespective of position, 

 Accept the differing roles within the team,  

 Share their knowledge with other members of the group, 

 Encourage and support each other, 

 Respect constructive comment and feedback, 
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 Give clear directions,  

 Communicate difficulties if they arise, 

 Be alert to nonverbal forms of communication 

 Value others regardless of race, religion, gender, age, beliefs, or nationality, 

 Recognize and congratulate the achievements of others, 

 Respect confidentiality, safety and privacy issues 
 
Only a PMILC board member is entitled to collect payments on behalf of PMILC.  
Only a PMI LC Board member is entitled to use a business card with PMILC logo or possess a PMILC 
email. Volunteers shall copy the supervising PMILC board member of all emails related to  their 
duties. 
 
 

17. Representation of the Chapter  
Prior to any action or statement, which might significantly affect or obligate PMILC Chapter, 
volunteers should seek prior consultation and approval from VP of Volunteers. These actions may 
include, but are not limited to public statements to the press, coalition or lobbying efforts with 
other organizations, or any agreements involving contractual or other financial obligations. 
Volunteers are authorized to act as representatives of the PMILC as specifically indicated within 
their job descriptions and only to the extent of such written specifications.  

18. Service Discretion  
PMILC accepts the service of all volunteers with the understanding that such service is at the sole 
discretion of the PMILC. Volunteers must understand that the PMILC may at any time, for 
whatever reason, decide to terminate the volunteer’s relationship with PMILC.  

Volunteers may resign from their volunteer service with the PMILC at any time. It is requested that 
volunteers who intend to resign provide advance notice of their departure and a reason for their 
decision. 
 

 

19. Dress Code  
As representatives of the PMILC Chapter, volunteers are responsible for presenting a good image 
to clients  and to the community. Volunteers shall dress appropriately for the conditions and 
performance of their duties. They shall present a professional image and one that reflects 
sensitivity to the culture they are working in. Their attire shall not be provocative, nor cause 
offense. 

20. Volunteering Time  
Volunteer opportunities range from short-term commitments (several hours/month) to long-term 
committee lead roles (Board members/Directors). The PMILC has many different opportunities 
available, and the hours and skills required for each opportunity vary.  
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21. Recognition  
An annual volunteer acknowledgement event will be conducted to highlight, value and reward the 
contribution of volunteers to the PMILC Chapter.  

All staff and volunteers responsible for volunteer supervision are encouraged to undertake on-
going methods of recognition of volunteer service on a regular basis throughout the year. These 
methods of informal recognition can range from simple ‘"Thank You’s", to a concerted effort to 
include volunteers as full participants in program decision making and implementation.  

Volunteers are encouraged to grow and develop their skills while serving with the PMILC and are 
to be assisted through promotion to new volunteer jobs to assume additional and greater 
responsibilities. If so desired by the volunteer, the VP of Volunteers should assist the volunteer 
in maintaining appropriate records of volunteer experience that would assist the volunteer in 
future career opportunities, both paid and volunteer.  

22. Corrective Action  
In appropriate situations, corrective action may be taken following an evaluation. Examples of 
corrective action include the re-assignment of a volunteer to a new position, suspension of the 
volunteer, or dismissal from volunteer service.  

Volunteers who do not adhere to the rules and procedures of PMILC or who fail to satisfactorily 
perform their volunteer assignment are subject to dismissal. No volunteer will be terminated until 
the volunteer has had an opportunity to discuss the reasons for possible dismissal with supervisor. 
Prior to dismissal of a volunteer, staff should seek the consultation and assistance of the VP of 
Volunteers.  
 

Possible grounds for dismissal may include, but are not limited to the following:  

 Misconduct or negligence, 

 Being under the influence of alcohol or drugs, 

 Theft of property or misuse of PMILC assets, equipment or materials, 

 Abuse or mistreatment of clients or co-workers, 

 Failure to abide by PMILC by-laws, policies and procedures, 

 Failure to meet physical or mental standards of performance,  

 Failure to satisfactorily perform assigned duties 
Decisions involving corrective action of a volunteer may be reviewed for appropriateness. If 
corrective action is taken, the affected volunteer shall be informed of the procedures for 
expressing their concern.  
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“You make a living by what you get. You make a life by what you give.” 
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Conflict of Interest Agreement (Attachment 01) 
 
A conflict of interest is a situation that arises when a project management practitioner or PMILC 
volunteer is faced with making a decision of doing some act that will benefit the practitioner or 
another person or organization to which the practitioner or volunteer owes a duty of loyalty and 
at the same time will harm another person or organization to which the practitioner owes a 
similar duty of loyalty. The only way practitioners and volunteers can resolve conflicting duties is 
to disclose the conflict to those affected and allow them to make the decision about how the 
practitioner or volunteer should proceed.  
 
If the volunteer is uncertain whether particular business interests or relationships involve 
PMILC, then the volunteer shall contact the supervising board member, as appropriate, to 
review the matter. Upon request, PMILC can provide a list of companies, organizations, and 
individuals with whom the chapter has, or is considering, a business relationship.  
 
Volunteers shall receive no monetary remuneration for their volunteering efforts. 
Acknowledgement, PDUs, and pre‐approved reimbursement for expenses incurred are the 
most usual form of compensation for volunteers’ efforts on behalf of PMILC. 
 
The volunteer shall be aware of and shall commit to implement the “PMI Code of Ethics and 
Professional Conduct” during his work.  
 
 
I understand that, from the date of this agreement forward, I will abide by the PMILC Conflict of 
Interest Policy.  
 
Signature  
 
Date  
 
Name 
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Confidentiality and Records Compliance Agreement 
(Attachment 02) 
 

I, ___________________________________________, a PMILC volunteer working on the 
PMILC Volunteer Group identified as “_______________________________________,” 
recognize that I may or will become aware of information that is the confidential property of 
PMILC. For the purposes of this agreement, any information, material or data that the 
organization considers and treats as confidential, sensitive or proprietary, and is not in the 
public realm through due process of the organization, shall be defined as confidential, whether 
or not it is explicitly marked as such.  
Information that is confidential, sensitive or proprietary may result from various activities and/or 
sources.  
Below are some confidential, sensitive, or proprietary information specific to your group/team:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________  
I understand that, from the date of this agreement forward, I will abide by the PMILC 
Confidentiality Policy and respect the confidential property of PMILC and, within reasonable 
limits, personally protect that property from communication or other distribution to others and 
will not use such information for my own personal use or gain or the advantage of any other 
organization or entity unless such material is available publicly or unless PMILC has granted 
me permission to disseminate it to others. I agree that I will destroy any information, material or 
data covered under this agreement within the immediate 60-day period following the expiration 
of my participation in the above activity, except for documents that I have been advised by 
PMILC to retain for a longer period or documents that due to their sensitive nature I have been 
asked to return to the Chapter, which I will do within the time required.  
 
Signature:  
 
Date:  
 
Printed Name: 


