
	
	Details of volunteer position

	What will the volunteer do?
	List all the tasks
	

	Key Relationships
	State who will be working with the volunteer
	

	
	Responsibility to
	

	
	Responsibility for
	

	Skills/Knowledge/Qualities required
	State the experience/Skills  required/preferred
	

	
	List the qualification/knowledge required/preferred
	

	
	List the personal qualities required/preferred
	

	
	Describe the training that will need to be provided
	

	Working hours/project deadline
	Stipulate working hours – clearly stating hours and days per week/month etc

Completion date (if short term project)
	

	Location
	State location of work
	

	Reward/Remuneration
	Describe any rewards that you envisage the volunteers will receive, i.e. training, experience
	


Source: He Rauemi Resource Guide No. 29: Managing Volunteers, pg 18
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Fact Sheet 14: Template - Volunteer job description 








