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Volunteer Position Title:  ___________________________________________________________
Volunteer Location: _______________________  Volunteer Supervisor: ____________________   
Position Description: ________________________________________________________________________________ ________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Summary of Mission Alignment & Volunteer Impact:
________________________________________________________________________________
________________________________________________________________________________
Key Responsibilities & Deliverables:
________________________________________________________________________________ ________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________Position Type
Must Be		   Neutral	    Must Be
Short term	• ------------------ • ------------------ •     Long Term
One-time	• ------------------ • ------------------ •     On-going
Daytime	• ------------------ • ------------------ •     Off hours
Regular	• ------------------ • ------------------ •     On-call
Direct Service	• ------------------ • ------------------ •     Indirect
With people	• ------------------ •------------------- •     Isolated
Independent	• ------------------ • ------------------ •     Highly supervised
Challenging	• ------------------ • ------------------ •     Simple
Demanding	• ------------------ • ------------------ •     Low-stress
Steady	• ------------------ • ------------------ •     Position-sharing

Qualifications & Skills Required: _________________________________ _________________________________
_________________________________ _________________________________
Education & Certifications Required: 
_________________________________
_________________________________
_________________________________
_________________________________
Factors for a Return on Investment
Maximum Job Training Investment: ________________________________________________________________________________
________________________________________________________________________________
Time Commitment, if ongoing: ______________________________________________________
Targeted In-kind Dollar/Hour: _______________________________________________________
Risk Management Considerations
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
General Position Requirements:
	

 Required to work alone/independently
 Required to work as part of a team
 Wheelchair accessible
 Not wheelchair accessible
 Able to lift and carry _____ lbs.
 Must be able to use stairs
 Must be able to stand for periods of time
 Required to use the computer
 Background check required
 Medical check required
 Reliable vehicle required
 Driver’s license required
 Proof of auto insurance
 Access to vulnerable populations
 Access to confidential information


Evaluation & Supervision Plan
Frequency of Evaluating the Position: 

 30, 90 & Annually
 60 & Bi-annually
 Upon completion
________________________________________________________________________________________________________________________________________________________________
Supervision Plan: _______________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________ 
Outputs & Outcomes to Measure Success: ________________________________________________________________________________________________________________________________________________________________

Reciprical Relationship with the Volunteer
Benefits for the Volunteer (tangibles and intangibles): 
________________________________________________________________________________________________________________________________________________________________

Recruitment & Placement Strategy
Targeted Audiences & Channels for Recruitment: ________________________________________________________________________________________________________________________________________________________________
Placement Strategy: 

 Volunteer Coordinator Screening
 VC / Sup. Phone Interview
 VC / Sup. In-person Interview
________________________________________________________________________________________________________________________________________________________________
