Insert logo
Sample Volunteer Role Description

Volunteer Administrator

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 administrative duties, to enable insert name of organisation to function efficiently and communicate effectively with individuals, volunteers, local groups and organisations

Role Description

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

· word processing

· answering the telephone

· receiving visitors

· faxing

· photocopying

· processing mail

· helping with the design and production of newsletters, leaflets, posters and flyers.

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

· This list should be tailored to your particular organisation

What we are looking for (skills, qualities and experience):
· A sound working knowledge of Microsoft Office.

· A willingness to develop an understanding of the voluntary sector.

· A flexible approach to working in a team environment.

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

· Attention to detail

· 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

