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Tri-County Pregnancy Resource Center is a 

non-profit outreach to women and their 

families, in Aurora, Missouri and surrounding 

areas.

The center provides free pregnancy testing, 

medical screenings, ultrasounds, nutrition, 

counseling, education, and referrals. 

The center employs one full time employee, 

the director of the center. 

The director trains all the volunteers to 

assist the clients and help with the work at 

the center.

About



Training 
Documents &
Job 
Description 
Forms

All the staff receives volunteer training. Some of 
the volunteers also choose to train to become 
mentors.

The director uses job description and training 
forms to organize and supervise the variety of 
training that takes place.

These forms were created by different people and 
had not been edited for years. 

The forms no longer reflected current jobs or 
training, were redundant, unclear, and they did 
not have a coherent design.

The director asked me to edit the forms for:

▪ Current job descriptions
▪ Current training practices
▪ Redundancy 
▪ Clarity
▪ Completeness and 
▪ Coherency
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Project:
• Start: 15 redundant, 

incoherent pages.

• End: 9 relevant, 
coherent pages. 
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Job 

Description

Forms

Training Checklist 

Forms

Application 

Form

Office Manager 

(2 pages)

Mentor Training Checklist 

(2 pages)

Volunteer          

(2 pages)

New Volunteer 

Orientation & Experience 

Checklist (1page)

Volunteer 

Application

(2 pages)

Revised Forms



Mentor Training Checklist

• The Mentor Training Checklist was 
made up of mostly obsolete information. 
The form needed to be updated to 
include current job descriptions and 
tasks for training. 

• The updated tasks needed to be 
organized in logical order.
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• The training forms needed to be checklists of 

tasks to be accomplished, to be signed & 

dated when complete. These will be use by 

volunteers to work through training modules 

on their own. 

• The training forms also serve as a resource for 

the director. She will use them to organize 

training and to supervise or assist. 

• These forms will be used in all areas of the 

building as the staff will carry them through the 

building on a clipboard as they work. 

New Volunteer Orientation & Experience Checklist
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New Office Manager Forms 
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• The office manager’s job description had 

changed over the last two years. The 

descriptions and training forms needed to be 

edited to reflect the organizational changes. 

• The office manager is given a tour and some 

familiarization training. Then, the manager 

works through the training modules on their 

own. 

• The director uses the forms as a reference 

to supervise continuing training or 

assistance. 



• It was a challenge to take 11 forms that 
were unrelated and redesign them, so they 
looked visually related.

• The forms were obsolete, so it took  
hours to edit them to reflect current training 
needs. We continued to change them as 
we found more tasks. 

• The job descriptions for the volunteers, 
the mentors and the office manager had all 
changed. After consulting with the director, 
I created new ones.  

• Due to COVID-19 the director decided to 

work through the project remotely. We 

emailed the forms, talked on the phone, 

or texted about any changes. 

• It took a lot of emails and phone calls, but 

it was a successful project. The director 

has been pleased with the new forms. 

She’s already using them to train her new 

employees. 
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Challenges and Opportunities


