	A GUIDE FOR DEVELOPING VOLUNTEER POSITION DESCRIPTIONS

We hope that this information along with the attached position description form will assist you in writing effective position descriptions for your volunteer positions.  

PERMISSION FROM AUTHORISED PERSON

Please read and sign the following statement
· I understand the information provided on this form may be made available to other agencies and to the general public

· I hereby acknowledge, accept and support the Definitions and Principles of Volunteering when utilising volunteers for this Organisation
As a member of Melville Volunteer Resource Centre you have agreed to these conditions 


	Your reason for needing volunteers must be clear and reflect the overall goals of the organisation.

Think about your organisations vision and mission.  

The goals and tasks that need to be completed to achieve these objectives.

You can define these as long-term and short-term objectives and then decide which will need to be completed to achieve the overall goals of your organisation.  



	Finding the right volunteers will be easier when you have effective position descriptions. People are more likely to give their time when they know what they will be doing and how their work will contribute to the goals of your organisation.  If you ensure that all your volunteers understand how their work ties to the mission of your organisation you will also showing them that their work is important!



	Position Description Form Tips:

· View the volunteer position from the perspective of the volunteer.

· Are you looking for potential long-term volunteers or short term project volunteers?

· Will the position clearly support the work of the staff of the organisation?

· Are the benefits displayed prominently within the position description in order
      to enhance its attractiveness to potential volunteers?



	REMEMBER:  We are always here to help if you require assistance to create an EFFECTIVE position description give us a call 
Melville Volunteer Resource Centre:  9364 0153  or mvrc@melville.wa.gov.au
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	COMMUNITY ORGANISATION POSITION DESCRIPTION FORM

DETAILS OF YOUR ORGANISATION

	NAME OF ORGANISATION:
	

	POSITION TITLE:
	Make sure the title accurately reflects the position and the role the volunteer will fulfill

	POSITION LOCATION (can the volunteer work from home?) 

	ADDRESS:
	Where will the work be undertaken? Is it possible for the volunteer to work from home?  Will the volunteer need to travel from another location?

	SUBURB:
	
	STATE:
	
	P/CODE:
	

	POSITION DESCRIPTION:

	1. Describe the importance of the tasks and how this important work contributes to the organisation…the big picture.
e.g.: how/ who will benefit from this volunteer work?

2. As specifically as possible, list each duty and responsibility you would like the volunteer to undertake

THINK ABOUT

· What are the goals and objectives of this position?

· Are there measurable outcomes?

· What will the volunteer GAIN by taking this position

· E.g. Skills, experience, friendships, networking?

· Include enough detail for the volunteer to understand WHAT the job is 

AFTER YOU HAVE COMPLETED THE DESCRIPTION THINK ABOUT

· Is this description realistic
· Is this job description interesting?
· If I were volunteering would I want to do it?

	POSITION REQUIREMENTS: (Qualifications, experience, skills)

	· Any desirable and/or essential skills that are necessary to perform the job well
· For example: ability to communicate effectively, 
· Ability to delegate responsibility
· Knowledge and interest in ……………….. or desire to learn ……….. ?
· Drivers’ Licence?

· High level of fitness as volunteer will need to lift and carry boxes?

	POLICE CHECK REQUIRED?   YES   /   NO     

Call MVRC to find out about the $10 Police Check
MEDICAL CHECK REQUIRED?   YES   /   NO



	TIME REQUIREMENTS: 
	Weekdays
	
	Evenings
	
	Weekends
	
	

	Please provide time details:
	If you require the volunteer for a ‘project’ estimate the number of hours needed.  If the position is ongoing nominate the start and finish time and the days of the week. OR you may nominate ‘by mutual arrangement’

	START DATE:
	If the work is for a defined period please include start and finish date otherwise the date you require volunteers to commence (i.e. today’s date if the need is immediate)

	DURATION:
	

	WORKING ALONE/WITH OTHERS:
	Will the volunteer be working in a group/ will the volunteer be directly supervised/ will the volunteer need to work unsupervised/ alone?

	AGE PREFERENCES:
	Include an age range or a minimum age for volunteers (check your insurance cover)

	PUBLIC TRANSPORT:
	Describe how the volunteer can get to your agency if they do not have a car

	REIMBURSEMENTS:
	You may offer tea or coffee for volunteers, or reimburse authorized out of pocket expenses.

	TRAINING:
	Describe any training the volunteer will need to undertake prior to volunteering and on an ongoing basis.  Does the volunteer need to pay for this training?

	DISABLED ACCESS?     YES   /   NO      Would the position be suitable for someone in a wheelchair?

	NUMBER OF VOLUNTEERS NEEDED FOR THIS POSITION:
	Number of volunteers required for THIS POSITION only
PERMISSION FROM AUTHORISED PERSON

(  Please read and sign the following statement
· I understand the information provided on this form may be made available to other agencies and to the general public

· I hereby acknowledge, accept and support the Principles of Volunteering when utilising volunteers for this Organisation
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