Insert logo
Sample Volunteer Role Description

Volunteer Activity Assistant
Name of Organisation
Please note this sample role description is only a guide and needs to be tailored to the specific circumstances of your organisation

Based at:  insert location and include basic info about public transport
The aim of insert name of organisation is:

The aim of this role is:

To support insert name of organisation in a variety of duties to enable insert name of organisation to provide a range of activities for older people/ families/young people/ children.
Role Description

To carry out the following tasks: This list should be tailored to your particular organisation
· Help to set out the room

· Meet and greet participants
· Centre security

· Offer refreshments

· Assist with group activities
· Encouraging and supporting individual service users – helping them to get the best out of a session

· Taking centre bookings

· Collecting fees and charges
· Telling people about centre activities
· Dealing with customer queries (face to face and by telephone)

Supervision and support: will be provided by insert name
Timescales (hours, days or length of volunteering role)
We hope that you will be able to volunteer for:

· as a guide, approximately x hours per week/fortnight, to be mutually agreed.

· the current volunteer spends the following amount of time carrying out this role …..
· as much time or as little time as the volunteer is able to give
· timescale to suit both parties (additional hours may be needed for training purposes)
· This list should be tailored to your particular organisation

What we are looking for (skills, qualities and experience):

· Friendly and approachable

· Enthusiastic

· Reliable

· Good sense of humour
· Honesty

· Non judgemental

· Able to work in a team

· A willingness to work with a variety of client groups.

· This list should be tailored to your particular organisation

Benefits to you as a volunteer from taking on this role:

· Training

· Support

· New skills and experience 

· Making a difference to your local community

· New friends and colleagues

· This list should be tailored to your particular organisation

Please note this role description should be read with insert name of organisation’s volunteer agreement 

Date role description prepared:  insert date
Insert name of organisation working in partnership with Volunteer Centre Sandwell

