Interview for Volunteer Coordinator Position – May 2006
Part 2 – Writing Exercise, 2nd Round

Virginia Living Museum

Scenario:  Imagine you are the Volunteer Coordinator and you’ve had performance problems with a particular volunteer.  You have spoken with this person at least twice before about not showing up when scheduled.  It is now time, unfortunately, for their volunteer service to come to an end.  Please compose a letter in Microsoft Word to this effect.  Please save it to the desktop when finished.  The file name should be your first and last name. 

