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Sample Volunteer Role Description

Hours:



Venue:



Role Description:

Examples

· To work an agreed number of days per week ………………………..

· To provide a friendly, welcoming service ……………………………..

· To use a computer database ………………………………

· To liaise with …………………………………………………

· To answer the telephone, take messages and undertake other office duties as directed and as appropriate

Skills and Experience required:

Examples

· Good interpersonal skills: the ability to welcome people in a friendly and efficient manner and work in 1:1 interviews as well as have good telephone skills

· Experience of using computers, preferably including database skills

· Administrative skills:  the ability to work, when trained, to established office systems

· The ability to work as a member of a team

We will provide:

· Training:


· Expenses:
Reimbursement of travel expenses

If working a full day, reimbursement of lunch expenses up to a maximum of £4 a day

· Support:
Supervision will be provided by the volunteer’s line manager,              

together with ongoing support

· References:
As requested

