Insert logo
Sample Volunteer Role Description

Volunteer Events 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 ensure fundraising events run smoothly and maximise the returns from the events 

· Ensure that participants have the best possible experience of supporting insert name of organisation and ensure they receive the information, advice and materials they require 

· To identify opportunities for continued or broader involvement with insert name of organisation and refer these to the appropriate team. 

Role Description

To carry out the following tasks: This list should be tailored to your particular organisation
· Working from printed and computerised lists to contact supporters
· Helping with PR in advance of and on the day of the event

· Placing promotional materials for events in the local community

· Researching and booking event venues

· Updating records, computerised and other

· Co-ordinating helpers/ volunteers on the day
· Helping out on the day eg registration and reception

· 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):

· Excellent organisational skills 

· Good communication skills and a clear and polite telephone manner 

· Reliable and honest 

· Attention to detail 

· Computer experience desirable 

· Adherence to insert name of organisation policies, including health and safety, equal opportunities, confidentiality and financial guidelines 

· An interest in the services that insert name of organisation provides 

· 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 – developing your communications, customer service and organisational skills
· Adding to your cv

· 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

