Volunteer Job Description Template

	Job Title:
	What is the title of the position?

	
	Example:

Volunteer Office Assistant


	Job Impact:
	Include a brief description of the role and how it will impact the organization.

	
	Example:


The Office Assistant at [list organization] will be responsible for administrative office duties. The Office Assistant will aide the [list organization] by doing [briefly list job duties].


	Volunteer Benefits:
	What will the volunteer gain from this role?

	
	Example:
The Office Assistant will gain experience working in an administrative setting. He or she will also have networking opportunities with other organizations. Additionally, the Office Assistant will meet new people in the community.


	Responsibilities:

	List the position’s major duties.

	
	Example:
The Office Assistant:
(1) Answers phones and takes messages in a professional manner. 
(2) Creates Word Documents and PowerPoint Presentations for the [list organization].
(3) Formats monthly newsletter.
(4) Conducts research on volunteer recruitment.
(5) May work with the [list organization] Communications staff.  


	Qualifications:
	List all necessary qualifications for the position.

	
	Example:           
    One year of previous admin experience.


	Time Commitment:
	Note the time requirements for the role. 

	
	Example:


The Office Assistant will work Mondays and Wednesdays from 9am to 12pm. This role will be ongoing.


	Location:
	Where will the volunteer be working?

	
	Example: 
The Office Assistant will work in the [list organization] main office.


	Security Check:
	If applicable, list any security requirements.

	
	Example:
The Office Assistant candidate will have to pass a general background check.


	How to Apply:
	List how to apply and necessary deadlines.

	
	Example:
Please apply through www.handsonmaui.com, under the volunteer opportunity tab. The application deadline is [list date].



Include any additional details that pertain to the position. 
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