GUIDE TO WRITING VOLUNTEER ROLE DESCRIPTIONS
One of the things that can put someone off volunteering is not having a clear understanding of what they will be expected to do and how much time it will take. Developing role descriptions for Volunteer roles enables Volunteers to know exactly what they are signing up for so they can plan accordingly and be confident they can meet expectations.

While writing role descriptions can take time the guide below will ensure you cover off all the important information and the attached templates will make it easy for you to adapt them to your needs. 

The critical components to include in any Volunteer role description are as follows:

· Role name – something simple and descriptive; 

· Purpose – a brief description of what the purpose of the role is;

· Responsible To – name the position the role reports to; 

· Responsibilities and Duties – a list of tasks the role holder will be expected to do;

· Knowledge and Skills Required – a brief outline of the knowledge, skills and qualities you would expect a person in this role to have;

· Time Commitment Required – an estimate of the time required to undertake the role e.g. so many hours a week or one day a month, and;

· Deadline the role must be done by – some roles need to be completed within a specific period of time – if this is the case specify what this is.

Admittedly drafting role descriptions for every Volunteer position can be time-consuming; however, the hardest work is in the initial drafting. A way to short circuit this is to ask current Volunteers to draft a role description for the role they are currently doing.

Once role descriptions are written, revising and updating them is a relatively straight forward process and can be done quite quickly.

