Volunteer Position Description and Example

This sample worksheet can be adapted to develop position descriptions for the volunteer positions in your nonprofit. As in this example, more than one volunteer may hold such a position. 
Sections of the
Explanation and Example
Job Description
	Purpose:
	This section describes the specific purpose of the position in no more than two sentences. If possible, the purpose should be stated in relation to the nonprofit’s mission and goals.

	
	Example:

The Outreach Volunteer at [ADD: Name of Nonprofit] will set up and attend events promoting the after school youth soccer program.


	Job Title:
	What title is assigned to the position?

	
	Example:

Outreach Volunteer


	Location:
	Where will the volunteer work?

	
	Example:
The Outreach Volunteer will work out of the nonprofit’s main office at [location] and at designated sites and events as identified by the Youth Program Director. 


	Key Responsibilities:

	List the position’s major duties.

	
	Example:
The Outreach Volunteer:
(1) Plans, sets up, and attends public events where youth and parents are likely to attend, such as after school recruiting events, Parents Association meetings, school athletic events. 
(2) Conducts outreach meetings with groups of parents requesting information about the Youth Soccer Program.
(3) Distributes brochures and informational packets through a wide variety of venues. 
(4) Conducts research on appropriate places to recruit youth and other volunteers.
(5) May work with a team of Outreach Volunteers. Collaborates with the team to develop a shared workplan. 

(6) Works with Program and Communications staff to develop new materials as necessary. 


	Reports to:
	Indicate the title of the person to whom the volunteer reports.

	
	Example:
Director of Youth Programs


	Length of Appointment:
	 Note the time period in which the volunteer will serve, and include      restrictions, if applicable. 

	
	Example:

The Outreach Volunteer will serve from September to August, primarily after school and on weekends during the school year, and at any time during the summer.


	Time Commitment:
	Indicate the approximate number of days or hours required per week.

	
	Example:
The Outreach Volunteer will provide up to 12-15 hours a month throughout the year.


	Qualifications:
	List education, experience, knowledge, and skills required. If a criminal history record check or other background check will be conducted, it should be indicated here.

	
	Example:
Potential volunteers need experience with youth programming. Experience with public speaking important. Knowledge of soccer helpful.  


	Support Provided:
	List resources that will be available to the volunteer.

	
	Example:
A one hour orientation to [ADD: Name of Agency] will be scheduled at the convenience of the Outreach Volunteer. Two hours of training in the philosophy, planning, organization and implementation of the Youth Soccer program is required. In addition, attendance at monthly Youth Program planning meetings is desirable. The Director of Youth Programs is available on an ongoing basis to answer questions and provide other assistance as needed.



Other categories that an organization would include, if applicable, in a volunteer job description are:
· Selection process/official
· Training/professional development opportunities and/or requirements
· Reporting and working relationships
· Benefits provided (i.e., lunch, parking, or opportunity to attend 
statewide meeting or organization). 
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