
Using	  Workflows	  for	  your	  Mobiliza5on	  Ac5vi5es	  



What	  we’ll	  be	  covering:	  

•  Look	  at	  how	  ‘Workflows’	  can	  be	  a	  useful	  tool	  to	  plan	  your	  
organizing	  ac<vi<es	  
	  

•  Give	  an	  example	  of	  a	  workflow	  to	  describe	  an	  overview	  of	  
volunteer	  management	  ac<vi<es	  
	  

•  Show	  a	  more	  detailed	  of	  workflow	  for	  using	  PowerBase	  to	  
organize	  a	  community	  rally	  

	  



Why	  Workflows?	  





Workflow	  Takeaways:	  
	  
•  It’s	  a	  tool	  to	  help	  you	  restructure,	  refine,	  and	  streamline	  your	  

work	  –	  can	  use	  symbols/pictures	  or	  lists	  
•  When	  it’s	  Visual	  –	  makes	  work	  obvious,	  quick	  
•  Start	  with	  Goals	  
•  Build	  up	  not	  down	  –	  start	  with	  what	  you	  know	  
•  It’s	  a	  par<cipatory	  exercise	  -‐	  can	  be	  done	  informally	  
•  It’s	  just	  an	  entry	  point	  –	  start	  the	  conversa<on	  
	  



How to Create Workflow Map 



Ar<culate	  
Goals	  

How	  do	  	  
we	  do	  this	  
work?	  

ID	  the	  steps	  

Are	  these	  
all	  the	  
steps?	  

Step	  back,	  take	  a	  
breather	  

Put	  steps	  in	  
sequen<al	  order	  

Are	  there	  
decision	  
points?	  

Fill	  in	  decision	  
points	  

Step	  back,	  take	  
another	  breather	  

Done?	  

Select	  
process	  

Not sure 

Got it! 

Not sure 

Yup 

Not Really 

A
Yes 



A



Let’s	  look	  at	  a	  Campaign	  Workflow	  

Goal:  
to organize a rally in the community against the building of a BSL-4 
Biolab 
 



Crea5ng	  a	  Workflow	  Map	  	  
	  •  Choose a process you want to improve such as campaign, project, 

or activity, e.g. how do you develop leaders, or turn out members to 
an event?  
 

•  Articulate the goals or objectives of that campaign, project, or 
activity.  
 

•  Ask ‘how do we do this work?’ and identify the steps in the process 
by using rectangles for each step – Don’t worry about the sequence 
at this point. [you can write on post-its and move around later] – 
keep it broad for now, don’t get stuck in the details – you want to 
see it as a WHOLE process. HINT: Only map how you 
CURRENTLY do this work...the analysis comes later.  



Crea5ng	  a	  Workflow	  Map	  	  
	  

 
•  Once you’ve identified the steps, now put them in sequential 

order.  

•  Step back and look for where there needs to be decision 
points using diamond shapes. Then fill in more steps or 
activities as needed.  
 

•  Refine again, and start adding in the ‘flow’ of the process by 
drawing arrows.  
 

•  Make sure you add your inputs and outputs using oval 
shapes: what information comes into the process and what 
information comes out at the end of the process. Are there 
points in your process where you need more information?  

 



Examples of Symbols to use for Workflows

An oval shows the start or the inputs for a process 
and it can also show the end or the outputs of a 
process

A rectangle shows a task, a step, or an activity of a 
process

A diamond represents where a question is asked 
or a decision is needed

An arrow shows the direction or flow of a process



Your	  
Goals	  &	  
Member	  

list	  

Search	  for	  key	  
volunteers	  

Create	  group	  of	  
key	  volunteers	  for	  

email	  blast	  

Who	  will	  
you	  email	  
or	  call?	  

Create	  online	  
PowerBase	  event	  

Create	  and	  Send	  
Email	  to	  Group	  

Make	  Calls	  to	  Individuals	  
(Group)	  &	  register	  manually	  

Create	  group	  (s)	  
of	  key	  volunteers	  

to	  	  call	  

Will call Will email 

A

1	  



Have	  we	  
reached	  	  
goal?	  

Check	  who	  has	  
registered	  

2	  weeks	  out	  –	  call	  
and	  email	  
reminders	  

	  Who	  
haven’t	  we	  
reached	  or	  
le\	  msgs?	  

1	  weeks	  out	  –	  call	  and	  
confirm	  a]endance	  &	  

send	  reminders	  

Record	  responses	  
in	  par<cipant	  

record	  

Record	  responses	  
in	  par<cipant	  

record	  

A
Go	  Back	  to	  #1	  

Nope 
Yes! 

Made 
contact 

No contact yet 

People backing out! 

B	  



Event	  Day:	  check	  
in	  who’s	  a]ended	  
planning	  mee<ng	  

Create	  Group	  of	  
A]ended:	  Key	  
volunteers	  

C	  

Group	  of	  
Key	  

Volunteers	  
Next	  

Ac5vity	  


