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Add Role Title – e.g. Driver, Befriender (don’t just put volunteer)
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	About the Role
	You might want to give a short overview of the role. 



	About the Organisation
	You might want to include a brief overview of what your organisation does.


	Purpose of the role
	What is the purpose of the role and what difference does it make?


	Tasks & Responsibilities
	Describe the main tasks that the role involves.
List the specific tasks and examples of what volunteers will do e.g. for a charity shop assistant the role might involve tasks such as:
· sorting through donations

· processing transactions on the till
· pricing items  
Describe what the role involves e.g. customer service, assisting etc. 
Will they be working as part of a team?
You could include an element of flexibility so that there is an opportunity for the volunteer to develop in the role.



	Skill and qualities needed
	Try to avoid writing a long list of the skills and qualities of your ideal volunteer as this may be off-putting to many people. Focus on what is important to get them started in the role whilst recognising that many skills can be developed once they are in the role. 
You may want to include what skills a volunteer could develop whilst in the role.


	When and where
	What days and times can volunteers get involved? Is it weekly, monthly, or ad hoc, is it flexible?

Where is the opportunity located?
Avoid saying things such as minimum number of hours required as this makes it sound like a job role. It will also be off putting to potential volunteers. It’s important to be flexible.


	Support offered 
	Give information about induction and training: will there be a named person the volunteer can go to for support?


	Benefits
	Think about what benefits volunteers might get from doing the role e.g. learning new skills, meeting new people, being part of a team, training etc. 


	Expenses
	Organisations should cover any out of pocket expenses such as travel, parking etc. It is a good idea to make this as clear as possible and include this on relevant documents such as your role descriptions. 


	Any other relevant information 
	Mention anything else that may be relevant such as if there is specific training required for the role. If the role requires a DBS check, mention this here. 


	Contact Details
	Contact details of a named person, phone number and email address. 



Roles may be flexible – please talk to us












