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Volunteer Role Description 

	Role title:


	Insert Role Title.


	Responsible to:
	Insert who the volunteer is responsible to. 



	Location: 


	Insert volunteering location or home based. 



	Role description:


	Outline the purpose of the volunteer role. 
· What tasks do you have that you need the volunteer to do? 

· How might these tasks be combined to create a volunteer role?

· How much training, support, and supervision could you give? 

· Is there any scope for any volunteer role to develop?
· What skills, qualities, and experience would volunteers need to have already? 


	When:
	As and when required? or set times and hours? Volunteer determined?


	Duration:
	Long term? one-off event? set number of hours required? Task completion?
Notice period if required. 



	What’s in it for you?
	Examples can include, 

· Work experience
· Personal/ Professional development

· Fun

· Sense of achievement

· Sense of belonging

· Part of a team

· Gaining training and skills

· Making new friends

· Building confidence

	Volunteer coordinator details:
	Volunteer Coordinator details, name, phone number, email and address. 

	Organisation contact details: 


	Organisation contact details, name, phone number, email and address. 

	Training: 
	Insert the details of the training that is available to the volunteer. All volunteers should be offered an induction. 



	Support:
	Insert the details of the support available to volunteers. E.g. Volunteers will receive ongoing support from the volunteer coordinator, and regular one-to-one meetings arranged. 
The frequency of these to be determined by the time commitment of the volunteer and their individual needs. 



	Expenses 
	Outline the expenses the volunteer will be reimbursed for.

Volunteers are to be reimbursed for out-of-pocket travel expenses. 



	The do’s and don’ts volunteering with (insert organisation name)
	These are examples of do’s and dont’s – there may be others to add depending on the role.
· Do let us know if you need support to carry out your volunteering role.

· Do ensure you are clear on the expectations of your role. 

· Do keep in touch with your volunteering coordinator.

· Do ensure you have a safe volunteering environment whether you are volunteering from home or the office. Make sure you tell your volunteer coordinator if there are any issues or you have concerns.  
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Disclaimer 

The information provided in this sheet is intended for guidance only. It is not a substitute for professional advice, and we cannot accept any responsibility for loss occasioned as a result of any person acting or refraining upon it. 
This is a template document, please amend and use as appropriate, We suggest that you set up with your own logo and branding. 
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