[image: image1.png]volunteer
4/\? edlnburgh





Volunteer task description – template

Volunteer Role: (Insert Name of Volunteer Role)  eg Welcome Desk Volunteer
	Support Person
	Guidance: enter name of staff member who will provide support and guidance to volunteer

	Role Purpose
	Guidance: this should be a brief summary of what the role will achieve (e.g. The purpose of the role of volunteer receptionist is to make visitors to the volunteer centre feel welcome and assist with general administration) 



	Specific Tasks
	Guidance: list here any specific tasks involved in the role (e.g. welcoming visitors to the centre; answering and transferring phonecalls; updating our databases; filing and photocopying)  

	Skills and Qualities Needed
	Guidance: list after the sentence below any essential qualities for the role (e.g. welcoming and friendly manner, some familiarity with using IT and willingness to learn)

Volunteers will come from a wide range of backgrounds and will have many different qualities and skills.  Essential qualities for this role are:



	Commitment
	Guidance: enter details of how many hours per day/week/month will be required of volunteer and if appropriate minimum length of commitment (e.g. 2 hours per week for a minimum of 2 months)

	Support and Training
	Guidance: amend the following sentence to reflect any necessary additional training associated with this role and any additional support that will be available – particularly where the role is emotionally demanding)
EXAMPLE TEXT
‘The volunteer will be given regular one to one guidance and support.  During this support any relevant training that may be required will be identified and the volunteer will be offered suitable training to meet their need.’


	Expectations of  VCE Volunteers 
	· Willingness to abide by Volunteer Centre Edinburgh’s Policies

· Willingness to use support systems

· Co-operation with administrative tasks e.g. filling in expenses forms
· Commitment to attend on-going training.

	Location of volunteering
	(Guidance: e.g. Volunteer Edinburgh, 222 Leith Walk Edinburgh, EH6 5EQ)’
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