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Foreword 

 
This document is the User’s Guide for potential volunteers and INCOSE Leaders to use for 
volunteer opportunities.   
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Document Change History 
 
The following table identifies each version or issue of this document and provides a 
description of the purpose or reason for the change. Performing a document comparison 
between any two versions of this document can identify detailed change differences. 
 
Version Date Comment 
0.1 14 Apr 2020 Initial Draft    
0.2 20 May 2020 Updated the definition of terms and some other changes 
1.0 2 Dec 2020 Updated after the webpages were updated 
1.1 8 Mar 2021 Minor updates after using the websites. 
1.2 20 Apr 2021 Changed to a Volunteer & Paid Opportunities site and 

aligned with INCOSE Position Description Documents 
(PDDs) 
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1.0 Background 
 
 
 
1.1 Background 
 
The Volunteer & Paid Opportunities webpages provides a list of currently open volunteer and 
paid positions within INCOSE, and also the ability for a volunteer to offer their services as an 
“Open Volunteering” option.  
 
There are two pages created to enter, view and respond to volunteer and paid opportunities: 

• The “public” request/list Volunteer Opportunities page, and  
• The Management Page to add leaders, enter opportunities, etc. 

 
1.2 Purpose 
 
The purpose of this User’s Guide is to provide a “step-by-step” overview on: 

• How to add leaders 
• How to add and manage an opportunity 
• How to manage open volunteering 
• How a potential volunteer would volunteer.   

 
  

https://www.incose.org/about-incose/volunteer-opportunities/vo-request
https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
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2.0 Definitions 
 
 
2.1 Positions Involved 
 
2.1.1 Volunteer Opportunities (VO) Administrator 
 
The Volunteer Opportunities (VO) Administrator has the responsibility to monitor the program 
and work with leaders as needed.   
 
2.1.2 Leader  
 
For the purpose of volunteer opportunities, INCOSE Leaders should include:   

• INCOSE Board of Directors 
• INCOSE Associate Directors 
• INCOSE Assistant Directors 
• Nominations and Elections Committee (NEC) Chair  
• NEC Secretary 
• Certification Program Manager 
• Professional Development Portal Project Manager 
• Service Operations Leaders 
• Technical Operations Leaders 
• Working Group Team Leaders 
• Up to three (3) members of a Chapter’s Governing Body (eg President, Secretary, 

Treasurer, Comms, etc) 
 
2.1.3 Secondary Point of Contact 
 
A second point of contact besides the leader for the specific volunteer opportunity.   
. 
2.2 Opportunities 
 
2.2.1 Volunteer Opportunity 
 
An opportunity for a specific volunteer position submitted by an INCOSE Leader. 
 
2.2.2 Open Opportunity 
 
A potential volunteer isn’t interested any of the specific volunteer opportunities, and as a result, 
submits an open volunteering opportunity for anywhere in INCOSE.    
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3.0 Responsibilities 
 
This is keeping with the RACI Matrices used elsewhere in INCOSE. 
 
3.1 Responsible R 
 
The Responsible R for this User’s Guide is the Assistant Director for Volunteerism. 
 
3.2 Accountable A 
 
The Accountable A is the Secretary. 
 
3.3 Consulted C 
 
The Consulted C’s are: 

• CIO and 
• Director of Marketing & Communications 

 
3.4 Management of the Volunteer Opportunities Pages 
 
The management of the volunteer opportunities web pages is the responsibility of the Assistant 
Director for Volunteerism.  The VO Administrator is a volunteer working for the INCOSE 
Secretary.   
 
The VO Administrator will review all volunteer opportunities, ensure INCOSE Leaders contact 
potential volunteers, and monitor the overall program.   
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4.0 How to Add Leaders 
 
This section describes how to add leaders to the Volunteer & Paid Opportunities webpages. 
 
STEP 1 – The first step in adding a volunteer or paid opportunity is to add the leaders.   

• Go to the Managing Volunteer Opportunities Page.  
• Once there, click the “Leaders” tab (the blue circle in Figure 4-1:  Managing 

Opportunities – Leaders Tab). 
 

 
Figure 4-1:  Managing Opportunities – Leaders Tab 

 
 
STEP 2 – On the Leaders Tab, click the “Add a Leader” button (blue circle in Figure 4-2). 
 

 
Figure 4-2:  Add A Leader Tab 

 
 
  

https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
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STEP 3 – On the “Add a new Leader Input Screen” (see Figure 4-3), add the following 
information for each leader: 

• First Name 
• Last Name 
• Company 
• Email 
• Phone 
• Status – Select either active or inactive in the pull-down menu (see the blue circle) 

 

 
Figure 4-3 Add a New Leader Input Screen 

 
After you enter the leader’s information and click the submit button (red circle in Figure 4-3), 
you will briefly see a screen that states the leader was successfully entered.  Then, as shown in 
Figure 4-4, the Leaders page will then be displayed. 
 

 
 

Figure 4-4 Volunteer Opportunities Leaders List 
 

The up and down arrows to the left of each of the column headers allow you to sort the entire 
table based on the column selected.  For example, 

• Up arrow – the beginning of alphabet first going to end of alphabet or lowest number first 
going to highest number. 
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• Down arrow – the end of alphabet first going to the beginning of alphabet or highest 
number first going to lowest number. 

 
In the “actions” column, there are two icons (see the blue circle in Figure 4-4).   

• Square with a pencil – that is the edit capability.  Clicking that will bring you to the “Add 
a New Leader Input Screen” (Figure 4-3) to update the leader’s information.   

• Trash can – this will archive the leader and their information.   
 
Once registered, the Leader can create a new Opportunity on the Opportunities tab. The leader 
can also now be assigned to respond to Open Volunteering inputs, by the AstD for Volunteerism.  



  INCOSE Volunteer & Paid Opportunities User’s Guide 
  Version 1.2, April 2021 

 
7 

 

5.0 How to Add and Manage an Opportunity 
 
The volunteer and paid opportunities management page is accessible to INCOSE Leaders, to 
include the Board members, and appropriate leaders of committees, working groups and 
chapters.  If anyone does not have access, and needs to be able to post or respond to volunteer 
opportunities, they should contact the INCOSE Admin office, info@incose.org, to be added to 
the access permissions. 
 
The management page has four tabs, the list of Opportunities, submissions by Open 
Volunteering persons, the set of Leaders who can post or receive responses to the volunteering 
opportunities, and the ability to export the information. 

 
5.1 Adding Volunteer & Paid Opportunities 
 
STEP 1 – Go to the Management Page (see Figure 5-1).  Ensure the “Opportunities” Tab is 
selected (black circle), and then click the “Add an opportunity” button (blue circle).   

 
 

Figure 5-1 Managing Opportunities – Opportunities Tab 
 
STEP 2 – Add a new opportunity. 
 
Enter the following information as requested in Figure 5-2: (much of this is aligned with the 
INCOSE Position Description Documents (PDDs)) 

• Internal ID – An Identification number helps when sorting the list.  Recommend a code 
and numbers.  For example, 
o CIO-001:  This is the first volunteer opportunity for the CIO 
o TO-002:  This is the second volunteer opportunity for Tech Ops 
o Americas-1:  This is the first volunteer opportunity for the Americas Sector 

• Type – This is a drop-down menu with “VOL” for volunteer and “PD” for paid.   
• Opportunity Title – A title for the volunteer position. 
• Position Description – Make this enticing!  Give as much information as possible to help 

the applicant understand what is being asked. 

mailto:info@incose.org
https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
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• Benefits – This resonates the excitement and advantages.  It is to describe the BENEFITS 
TO THE PERSON SUBMITTING, not to INCOSE. 

 

 
Figure 5-2 Add a New Opportunity – Top Input Portion 

 
• Classification – The type of volunteer opportunity.  This is a pull-down menu and here 

are the options: 
o Administrative – with administrative tasks 
o Analytical – conducting some sort of analysis 
o Board Position – a member of the INCOSE Board of Directors 
o Editor – in charge of editing documents 
o Events – supporting INCOSE events 
o IT – conducting IT-related tasks 
o Judge – judging some sort of competition 
o Organizational Leadership – non-Board leadership role 
o Project Management – doing project management related tasks 
o Working Group – supporting the INCOSE Working Groups  
o Other 

• Responsibilities – The responsibilities of the volunteer opportunity. 
• Skills Required (i.e., Prerequisites & Qualifications Held) – If there are any necessary 

experiences, skills, language, certification qualification, membership, etc. 
 
Continuing with the Adding a new opportunity, enter the following information as requested in 
Figure 5-3: 

• Means of Engagement – For example, virtual meetings, telecons, face-to-face meetings, 
remote access, etc. 

• Work Location – For example, from your own location. 
• Number Needed – Breakdown by tasks, could be different people. 
• Working with – Indicate which position this is, not the person; don’t want to state 

reporting to – too formal and “job like”). 
• Deadline – How long the volunteer opportunity will be open before closing. 
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NOTE:    If an opportunity is in an open status, the day after the deadline date the 
status will change to Archive.  An email will be sent to the Lead Name 10 days prior to 
the deadline date.   
 

 
Figure 5-3 Add a New Opportunity – Bottom Input Portion 

 
• Status – The status of the volunteer opportunity.  There is a pull-down menu (blue circle 

in Figure 5-3) with the following status selections: 
o Complete – Volunteer Opportunity (VO) is complete, i.e., the position if filled or the 

process of accepting applications is done but the selection process not. The 
opportunity changes the status automatically to complete after the deadline. 

o Open – VO is open, it is available for candidates to apply.  
o Draft – VO is being created and draft.  It is not available until the status is changed to 

open.  
o Archive – VO has either been filled or cancelled / deleted.  It is not needed now, but 

could be re-used in the future, so it is archived for future use.   
o Delete – VO was cancelled and not needed.  Therefore, can be deleted. 

• Lead Name – Who is the primary point of contact.  There is a pull-down menu (black 
circle in Figure 5-3) with the names from those leaders in the Leader’s List (Section 4.0). 

• Secondary Point of Contact – Who is the secondary point of contact.  There is a pull-
down menu (red circle in Figure 5-3) with the names from those leaders in the Leader’s 
List (Section 4.0). 

• Internal Comments – Anything to add for internal use only.   
 
Below the bottom input portion is a blue “Submit” button.  Click that and the opportunity will be 
posted on the public list if the Status is set to Open (see Figure 5-4). 
 
From the “Add a New Opportunity” input form, the internal ID, type, classification, position 
title, position description, and the deadline for applying to the volunteer opportunity is displayed.  
In the Internal ID column all the way on the left, if the ID Number in the blue circle is clicked, 
the Volunteer Opportunity details entered in STEP 2 are displayed (see Figure 5-5 for an 
example). 
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Figure 5-4 Public Page – Open Volunteer & Paid Opportunities 

 

 
Figure 5-5 Example Opportunity Details 

 
Open Opportunities can be responded to by applicants, and the Leader identified as the point of 
contact will receive notification of the application. 
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5.2 Managing Your Opportunities 
 
STEP 1 – The applicant will receive an email thanking them for their input and that someone 
from INCOSE will be contacting them within 14 days.  An example is shown here. 
 

Dear [name], 
 
Thank you for submitting your interest on volunteering / consulting with INCOSE. We 
will review your position and you should receive an answer within 14 days. 
 
All the best, 
INCOSE Volunteer Team 

 
The applicant will be given a status of “Received” per section 6.2 and the INCOSE Leader will 
receive an email with the following verbiage: 
 

A new open application to your opportunity (Opportunity Title), is awaiting your 
review. To view the submission from (Applicant Name) (Applicant Email), click the 
Management Page link. Go to your volunteer opportunity, (Internal ID), and find the 
icons on the far right. Click the top icon (sheet of paper) to “View Details” about this 
submission. 
 
The Management Page link is:  https://www.incose.org/about-incose/volunteer-
opportunities/vo-request-manage.   
 
Thank you, 
INCOSE Volunteer Team 

 
STEP 2 – Responding to volunteer opportunities. 
 
The leader is responsible for responding to the applicant within 14 days via email or phone and 
will receive a reminder email after 14 days.   
 
Some possible examples of the response could be: 
 

“Thank you for your interest in the (Opportunity Title) volunteer position.  We are 
currently reviewing applicants and let you know by (specific date).” 
 
Or 
 
“Thank you for your interest in the (Opportunity Title) volunteer position.  You have 
been selected for the position.  Congratulations!  (Name) will be reaching out to contact 
you in the next few days.” 
 

  
 

https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage


  INCOSE Volunteer & Paid Opportunities User’s Guide 
  Version 1.2, April 2021 

 
12 

 

STEP 3 – Updating open volunteer opportunities.   
 
To manage the opportunities you created, go to the Management Page (Figure 5-6).  Ensure the 
Opportunities tab is selected (black circle).  When you go to this page, all the volunteer 
opportunities will be in alphabetical order by their Internal ID.   
 
Based on the volunteer opportunity status, there are buttons at the top (red circle in Figure 5-6) 
for the VO Administrator and Leaders to change the view to be completed, open, draft, archived, 
and deleted opportunities.   
 
The up and down arrows with each column provide the ability to sort the opportunities as 
described below Figure 4-4 in Section 4.0 “How to Add Leaders.” 
 

 
Figure 5-6 Managing Page – Opportunities Tab 

 
The icons on the right side of the Opportunities Tab (Figure 5-6) are: 

• Sheet of Paper with Lines (View Details) – This allows you to view the potential 
candidates that submit for your open opportunity.   

• Square with Pencil (Edit Details) – The “Add a New Volunteer” input form created in 
Section 5.1 is displayed allowing the leader to update the opportunity. 

• Two Squares (Duplicate) – Allows the leader to copy the opportunity to use for similar 
opportunities and / or additional opportunities. The duplicated opportunity will be at the 
bottom of all opportunities on the page in draft mode ready for editing.    

• Square with an X (Excel) – Exports the volunteer opportunity to Excel.  If there are any 
volunteer candidates, creates a second worksheet with the candidate information. 

• Trash Can (Delete) – Allows the leader to delete the opportunity.   

https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
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Most of the time, INCOSE Leader users will be clicking the “Show Open” button to manage 
their opportunities.  When you click the top icon on the right (sheet of paper with lines) for your 
volunteer opportunity, you will have the opportunity to view your submissions (Figure 5-7).  
 

 
Figure 5-7 Managing Page – Viewing Potential Candidates 

 
The red oval in Figure 5-7 are the different applicant statuses.   

• Filled – A volunteer candidate was accepted for the opportunity.   
• Received – Volunteer candidate application received for the opportunity.  
• Contacted – Volunteer candidate has been contacted about the opportunity.  
• Cancelled – Volunteer candidate cancelled their application. 
• Refused – Volunteer did not meet criteria of the volunteer opportunity or the position was 

already filled, etc. – i.e., the candidate was turned down. 
 
Some opportunities can have many potential volunteers.  This allows the INCOSE Leader users 
to just view their candidates by their application status.  As a result, user won’t have to scroll 
through candidates with the other statuses.   

 
As shown in Figure 5-8, when you click the “Show Received” button for example, the volunteer 
opportunity is displayed with the title, internal ID, and description.   

• The volunteer candidates are displayed with their name, email, phone, submission date, 
status, and their comments in the description line. 

• When the INCOSE Leader contacts the applicant after they respond to an opportunity, in 
addition to the initial email, they will click the down arrow in the status box and change 
the applicant status from “Received” (in red circle) to “Contacted.” 

• There is a box for internal comments for the leader and secondary point of contact.   
• If there is more than one applicant, there will be scroll bar to view the other applicants as 

shown in the blue vertical rectangle.  The INCOSE Leader will respond to each and every 
applicant. 

• After an applicant’s status is change and / or additional internal comments are added, the 
INCOSE Leader will click the blue Save button in the purple circle.  A pop-up box will 
be displayed stating your changes have been saved.    
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Figure 5-8 Managing Page – View Details 
 

Once received, the INCOSE Leader had 14 days to respond to the volunteer and change the 
status from “Received” to “Contacted.”  If not, an automatic email is generated: 
 

Dear [name], 
 
The application to your opportunities <i>[oportunitee_name]</i>, added 14 days ago by 
[submiter_name], is waiting your review. 
 
[submitter_description] 
 
Please review at: https://www.incose.org/about-incose/volunteer-opportunities/vo-
request-manage.  
 
Thank you, 
INCOSE Volunteer Team 

 
5.3 Volunteer Cancels Their Application 
 
Sometimes volunteers change their minds and do not want to submit an application for a 
volunteer opportunity.  If so, the candidate will receive the following email: 
 

Dear [name], 
 
Your application has been cancelled. 
 
All the best, 
INCOSE Volunteer Team 
 

At the same time, the respective INCOSE Leader will received this email: 
 

Dear [name], 

https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
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The application to your opportunity (<b>[oportunitee_name]</b>), has been cancelled by 
(<b>[submiter_name]</b>). 
 
Thank you, 
INCOSE Volunteer Team 

 
5.4 Exporting Volunteer Opportunities Data 
 

 
Figure 5-9 Managing Page – Export Tab 

 
By clicking the Export Tab (blue circle in Figure 5-8), the leader and secondary point of contact 
can export the data four different ways per Figure 5-8.  Once exported, the leader and secondary 
point of contact can tailor the document to just display their opportunities.   
 
5.5 INCOSE Leader Questions 
 
If INCOSE Leaders have questions, they can send an email to the VO Administrator at 
voadmin@incose.net.    

mailto:voadmin@incose.org
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6.0 How to Manage Open Opportunities 
 
6.1 Volunteer Submits Open Volunteer Application 
 
When a volunteer wants to volunteer with INCOSE but is not interested in any of the available 
opportunities, they can click the “Submit your Open Volunteer Application” button on the 
Volunteer Opportunities public page (See blue circle in Figure 6-1).   
 

 
Figure 6-1 Submitting your Open Volunteering Application 

 
When the volunteer clicks the button, the Open Volunteering Input Form (Figure 6-2) will open. 
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Figure 6-2 Open Volunteering Input Form 
The potential volunteer enters their first name, last name, email address, phone, and some 
comments.  On the Volunteer Opportunities page, they are asked to include the following: 

• Where do you work and what is your role? 
• What systems engineering experience do you have? 
• After viewing the INCOSE website and / or participating in an INCOSE Systems 

Exchange Café (see www.INCOSE.org homepage), what areas of INCOSE interest you? 
• What types of things do you like to do? Not like to do? 
• What are your interests? 
• What are your other related background and experiences? 
• Anything else you want to let us know about you? 

 
They will also need to check the “I’m not a robot” box.  Then, the volunteer completes the form 
and clicks the “Submit” Button.  They will briefly see the “Thank you for your submission” 
response and will receive the following email:   

 
Dear [name], 
 
Thank you for submitting your interest on volunteering with INCOSE. We will review 
your position and you should receive an answer within 14 days. 
 
All the best, 
INCOSE Volunteer Team 

 
At the same time, the Assistant Director for Volunteerism will receive the following email: 
 

Dear [name], 
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A new open volunteering has been added by [submiter_name]. 
 
[submitter_description] 
 
Please review at: https://www.incose.org/about-incose/volunteer-opportunities/vo-
request-manage.  
 
Thank you, 
INCOSE Volunteer Team 

 
6.2 Assigning Open Volunteering Opportunities 
 
The AstD for Volunteerism reviews the “Open Volunteering” tab (red circle on Figure 6-3) on 
the Managing Page.   

 
Figure 6-3 Managing Page – Open Volunteering Tab  

 

https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
https://www.incose.org/about-incose/volunteer-opportunities/vo-request-manage
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Similar to the opportunities page, there are 5 buttons to select the appropriate status (i.e., filled, 
received, contacted, cancelled, and refused) for each of the open volunteering requests (see the 
blue circle in Figure 6-3).   
 
When a new open opportunity is submitted (“Received” status), the AstD for Volunteerism 
clicks the paper with lines in the Actions column (far right column) and the Open Volunteer 
Candidate screen opens (Figure 6-4). 
 
The AstD Volunteerism reviews the candidate and then does the following for the initial 
application: 

1. Status – Using the pull-down menu on the right (blue circle), changes to “Received” (if 
not already). 

2. Reviews the information to determine which INCOSE Leader to assign. 
a. If enough information, then the AstD for Volunteerism will assign an INCOSE leader 

by in the Assign to row, use the pull-down menu on the right (black circle), assign an 
INCOSE Leader. 

b. If not enough information, the AstD for Volunteerism will send an email to the 
potential volunteer asking for more information and change the status to “Contacted.” 

3. Then click the Save blue button.  A pop-up box will be displayed stating your changes 
have been saved.   

 

 
Figure 6-4 Open Volunteer Candidate 

 
6.3 Managing Open Volunteering Opportunities 
 
When the AstD for Volunteerism assigns an INCOSE Leader, the selected leader will receive an 
email 
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Figure 6-5 Open Volunteer Email Notification 

 
Similar to managing your volunteering opportunities, the leader is also responsible for 
responding to the applicant within 14 days via email or phone and will receive a reminder email 
if the response remains unaddressed.   
 
 Dear [name], 
 

The open volunteering added 14 days ago by [submiter_name], is waiting your review. 
 
[submitter_description] 
 
Please review at: https://www.incose.org/about-incose/volunteer-opportunities/vo-
request-manage 
 
Thank you, 
INCOSE Volunteer Team 

 
There will be an automatic email to the potential volunteer candidates when the application is 
cancelled: 
 

Dear [name], 
 
Your application has been cancelled. 
 
All the best, 
INCOSE Volunteer Team 

 
The respective INCOSE Leader will also receive an email when the volunteer candidate cancels 
their application: 
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Dear [name], 
 
The open volunteering has been cancelled by [submiter_name]. 
 
[submitter_description] 
 
Thank you, 
INCOSE Volunteer Team 

 
The INCOSE Leader is responsible for contacting the potential volunteer candidate when 
changing the status to the Contacted, Filled, and Refused statuses.   
 
This User’s Guide is available via a button on the top right of the Management Page.   
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7.0 How Do Volunteers Volunteer? 
 
The following is how potential volunteers volunteer and apply with INCOSE. 
 
7.1 Responding to Specific Opportunities 
 
The potential volunteer / consultant goes to the Volunteer Opportunities public page (Figure 7-1) 
and select an opportunity they are interested in. 
 

 
Figure 7-1 Available Volunteer Opportunities 

 
For example, let’s say they are interested in DEI-001 Associate Director for Diversity, Equity, 
and Inclusion in Figure 7-1.  The potential volunteer clicks the DEI-001 in the Internal ID 
column and the Opportunity Details screen (Figure 7-2) pops up.   
 

 
Figure 7-2 Opportunity Details 

If the potential applicant is interested in the opportunity after reviewing the details, they click the 
“Submit your application” button and the Submitting a New Request Input form opens        
(Figure 7-3).  The potential candidate enters their first name, last name, email address, phone 

https://www.incose.org/about-incose/volunteer-opportunities/vo-request
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number, and answers additional background and experience questions.  Then they check the “I’m 
not a robot box” (blue circle) and click the submit button.   
 

 
Figure 7-3 Submitting a New Request Input Form 

 
7.2 Volunteering for Open Opportunities 
 
When a volunteer wants to volunteer with INCOSE, but they are not interested in any of the 
available opportunities, they can click the “Submit your Open Volunteer Application” button on 
the Volunteer Opportunities public page (Figure 7-4).   
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Figure 7-4 Submitting your Open Volunteering Application 

 
When the volunteer clicks the button, the Open Volunteering Input Form (Figure 7-5) will open.   

 
The potential volunteer enters their first name, last name, email address, phone, and some 
comments.  On the Volunteer Opportunities page, they are asked to include the following: 

• Where do you work and what is your role? 
• What systems engineering experience do you have? 
• After viewing the INCOSE website and / or participating in an INCOSE Systems 

Exchange Café (see www.INCOSE.org homepage), what areas of INCOSE interest you? 
• What types of things do you like to do? Not like to do? 
• What are your interests? 
• What are your other related background and experiences? 
• Anything else you want to let us know about you? 
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They will also need to check the “I’m not a robot” box.  Then, the volunteer completes the form 
and clicks the “Submit” Button.  They will briefly see the “Thank you for your submission” 
response and will receive the following email:   

 
Dear [name], 
 
Thank you for submitting your interest on volunteering with INCOSE. We will review 
your position and you should receive an answer within 14 days. 
 
All the best, 
INCOSE Volunteer Team 

 

 
 

Figure 7-5 Open Volunteering Input Form 
 
7.3 Volunteer Questions 
 
If the potential volunteer has any questions or needs more information, there is a button on the 
bottom of the Volunteer Opportunities page with a “How To” Guide.  They can also send an 
email to the Assistant Director for Volunteerism at voadmin@incose.net.  The AstD for 
Volunteerism will respond within three (3) days.   
 
  

mailto:voadmin@incose.net
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8.0 Emails:  Automatic and Sent by INCOSE Leaders 
 
During the volunteer process, some emails are sent automatically, while others are sent by the 
INCOSE Leaders.  This section will provide an overview of these emails.   
 
8.1 Applicant Responding to a Volunteer Opportunity 
 
In Section 7.1 Volunteering for Specific Opportunities, a potential volunteer responds to a 
volunteer opportunity.  Per Section 5.2 Managing Your Opportunities,  
(1) The applicant will automatically receive an email thanking them for their input and that 

someone from INCOSE will be contacting them within 14 days, and 
(2) The INCOSE Leader will automatically receive an email stating a new potential volunteer 

responded to their volunteer opportunity.   
 
8.2 Applicant Volunteering for an Open Volunteering 
 
In Section 7.2 Volunteering for Open Opportunities, a potential volunteer volunteers in general.  
Per section 6.0 How to Manage Open Opportunities, 
(1) The applicant will automatically receive an email thanking them for their input and that 

someone from INCOSE will be contacting them within 14 days, and 
(2) The Assistant Director for Volunteerism will automatically receive an email stating an 

applicant would like to volunteer with INCOSE.   
(3) The AstD for Volunteerism will select an INCOSE Leader who will automatically receive an 

email stating a new potential volunteer would like to volunteer with INCOSE.  
 
8.3 INCOSE Leader Reminders for New Volunteers 
 
In the automatic response when a volunteer volunteers (Sections 8.1 and 8.2), the email states 
someone from INCOSE will respond within 14 days. 
(1) If the INCOSE Leader does not contact the potential volunteer and change the applicant 

status to Contacted, Filled, or Refused, then an automatic email reminder is sent to the 
INCOSE Leader.   

(2) If the INCOSE Leader changes the applicant status from Received to Contacted, Filled or 
Refused, then the automatic email reminder after 14 days is not sent. 

 
8.4 Change of Applicant Status Emails 
 
8.4.1 Change of Status by Applicant 
 
There are two applicant status changes that are caused by the applicant. 
(1) Received – When an applicant responds to a volunteer opportunity or does open 

volunteering, the emails are per sections 8.1 and 8.2. 
(2) Cancelled – When an applicant cancels their applicant, a thank you for their interest email is 

automatically sent to the applicant and the INCOSE Leader.   
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8.4.2 Change of Status by the INCOSE Leader 
 
The other three applicant statuses require contact via email or phone by the INCOSE Leaders: 
(1) Contacted – 

• Volunteer candidate has been contacted about the opportunity.  
• The INCOSE Leader will contact the applicant. 

(2) Filled –  
• Volunteer candidate was accepted for the opportunity.   
• The INCOSE Leader informs the applicant they were accepted for the opportunity. 

(3) Refused –  
• Volunteer did not meet criteria of the volunteer opportunity or the position was already 

filled, etc. – i.e., the candidate was turned down. 
• The INCOSE Leader will contact the applicant and let them know.   

 
8.5 Additional Contact with the Potential Volunteer  
 
Additional contact between the INCOSE Leader and the potential volunteer are at the discretion 
of the INCOSE Leader and their team.   
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