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Developing a volunteer role description
Recruiting volunteers through word of mouth recommendations might work to an extent,
but many volunteers value clarity when it comes to knowing what they are signing up for.

That’s where having a volunteer role description comes in. You can use this document to
detail all different aspects of the role and enable the volunteer to make an informed
choice. 

Writing it all down also benefits the organisation. It allows them to put a structure to
what will be expected of volunteers and to decide who would be a good fit. 

The points listed in the next page aim to help you develop a comprehensive role
description and maximize volunteer recruitment. 

Then what?
Ask existing volunteers and other staff for feedback about it
Establish a reviewing process (e.g. once a year or more regularly where necessary). 
Discuss with your team what platforms are available within your organisation to
promote your volunteer role(s) (e.g. website, social media, newsletters). 
Get in touch with Volunteer Centre Hackney to advertise on our website. Hundreds of
local people are using our website to search for and to register for volunteering
opportunities. 

Once you finish writing your role description you could: 

 
For enquiries and individual

support please contact us for an

appointment on 0207 241 4443 



1. ROLE TITLE

A catchy and clear title to attract as

many volunteers as possible 

2. INTRODUCE YOUR ORGANISATION

What is your mission and vision?

3. WHAT DO YOU WANT TO ACHIEVE?

What overall aims will the volunteer be

contributing to?

4. WHAT WILL THE VOLUNTEER BE

DOING?

A list of the tasks involved in this volunteer

role 
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5. WHAT ATTRIBUTES, KNOWLEDGE,

SKILLS AND QUALITIES ARE REQUIRED?

What do they need to know already and

what skills will you equip them with?

6. TIME COMMITMENT / ROLE LOCATION

When, how often, how long, address /

remote, multiple locations?

7. SUPPORT OFFERED

Who should they contact if they need

support, are lunch/travel expenses covered?

8. HOW TO APPLY

E.g. application form, interview, DBS,

references

9. HOW TO FIND OUT MORE

A name and a phone number or email

address to ask questions
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