
 

 

Volunteering Factsheet 9 

Creating Volunteer Role Descriptions 

Writing an effective role description helps to ensure that you have a viable role to offer the 
volunteer and clear guidelines about how volunteers are involved in the organisation. A 
clear role description will give prospective volunteers a good idea of what will be expected 
of them, and may include the volunteering tasks, the skills required, frequency and location 
of the role. It will also make your volunteer feel valued and part of your organisation.  

Before you write a Role Description you should consider your organisation’s aims and 
objectives and how volunteers will help you to achieve these. A volunteer role should 
complement the work of paid staff, rather than duplicate work which paid staff already do. 
Beware that you do not use the term “job description” as this might indicate that there is a 
contract of employment and can lead to legal problems.  

To help you create your volunteer role description, ask some simple questions: 

 Why do you want volunteers in your organisation? 

 What tasks do you need volunteers for? 

 Are there any projects that your organisation doesn’t currently have the resources to 
complete? 

 How could these tasks be combined to create a volunteer role? 

 What skills, experience & knowledge would your volunteers need?  

 Is the role appealing to prospective volunteers?  

 Does the role benefit the volunteer, what will the volunteer gain and is there any 
scope for further development?  

 Where, when and how often do you need volunteers for this role? 

 How much training, support and supervision does the role need? Who will provide 
this? 

 What resources are needed to support the role e.g. computer equipment, desk etc.  

Having a clear volunteer role description also helps to make your recruitment process more 
effective. The role description gives potential volunteers a clear idea about what the role 
involves, the skills required and also helps them to decide whether the role meets their 
needs & motivations.  

People volunteer for many different reasons and have many different motivations, skills and 
time to offer. It is therefore a good idea to create a wide variety of volunteer roles in order 
to appeal to a wider audience and attract a wider range of potential volunteers to your 
organisation. 

Role descriptions may change and develop throughout the volunteer’s time with your 
organisation. However make sure that any changes are made in consultation with the 
volunteer.  



 
 

 
 

A sample Volunteer Role Description could include the following: 

Sample Volunteer Role Description 

Role Title 
 

It is important to give the role a specific title as this will 
help your volunteer have a clear understanding of the 
role and help them to feel more valued if the tasks they 
are doing have an overall title. 

Purpose of the role 
 

It is important that both you and the volunteer have a 
clear understanding of what is hoped to be achieved 
through the voluntary activity. 

Activities/Tasks 
 

List the different activities or tasks that the volunteer will 
be expected to do e.g. answering the telephone, filing, 
preparing refreshment etc.  

Requirements  
 
 

List the relevant experience, skills, attitudes, knowledge 
or abilities that a volunteer will need to carry out the role 
effectively.   

Frequency and Location 
 

Think about when the volunteer is needed and how 
often.  
 
What will be the time commitment and will it be a short 
or long term opportunity.  
 
Where will the volunteer be based? 

Supervision 
 

Identify the person who will be responsible for 
supervising and supporting the volunteer on a day to day 
basis and also identify the procedures for dealing with 
any issues arising or problems.   

Training 
 

Include any essential training that the volunteer will be 
required to complete and also any additional training 
opportunities that are available.  

 
Disclaimer 
We make every effort to ensure that our Factsheets are correct at the time of publication. 
The information provided in this factsheet is intended for guidance only and is not a 
substitute for legal or professional advice. Voluntary Action Arun and Chichester is unable to 
accept liability for any loss, damage or inconvenience arising as a consequence of using this 
information.  
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