Designing volunteer roles and writing position descriptions
Designing roles which ‘add value’ - Worksheet 1
	What sort of activities, skills and knowledge would ‘add value’ to the organisation and its services?


	Your answers 

	What needs does your organisation have that are currently not being met?
	

	What else would you do if you had the time or resources?
	

	What else would you do if you had the right skills available to you?
	

	How could the core functions of your organisation be improved?
	

	What other organisational competencies does your organisation need to build?
	

	Which skills or new approaches would your staff and organisation benefit from learning most?  
	

	How could you improve the quality of your internal activities and processes?
	

	How could you improve the quality of your services?
	

	What additional services would your clients value most?
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Designing roles which meet the needs of your organisation - Worksheet 2
	Questions to consider


	Your answers

	What is the mission/purpose of your organisation?


	

	What are the objectives of your organisation?


	

	What are the key functions that your organisation carries out, or needs to carry out, to achieve its objectives?


	

	What are the main components of these functions?
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Designing roles which meet the needs of your organisation - Worksheet 3
	Objective: 



	Key function: Example: Fundraising


	Main work components
	‘Value-add’ role possibilities
	Design features of the role
	Skills and personal attributes required, or to be learned 
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Position Description Template
	Name of volunteer


	

	Position title


	

	Location of position


	

	Organisation name


	

	Name of department or unit


	

	Start date


	



	End date (if short term assignment)


	

	Hours and days required per week (if applicable) 


	

	Reports to



	Role or project overview and purpose, and how it relates to the organisation’s mission

	

	Key responsibilities 

	

	Skills, experience and attributes

	

	Training requirements

	Benefits for the volunteer


	

	Benefits to volunteer’s employer (if applicable)


	

	Other requirements of the role
	( Induction training

( Police check

( Medical check

( Any other training required (please describe)

( Any other special conditions (please describe)

	Volunteer manager signature


	

	Volunteer signature


	

	Date


	

	Date of review
	














































































































4

