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1. Ask Questions
· When would you like to collaborate with me on the drafting of a volunteer position description?

· What are the parts of your job you like? 

· What are the parts of your job you dislike? 

· Are there outstanding projects you would like to complete if you had the time? In what ways could a volunteer assist with them?

· How much time are you spending on tasks that detract from your most important work? 

· What are the benefits, requirements, and responsibilities of the new volunteer position? 

· What kind of training would you like the volunteer to have? 
· Do you understand the role of supervising the volunteer? 
2. Design a Rough Draft and Present it to Staff
· Does this accurately summarize our discussion of your volunteer needs? 

· Can we expand upon or streamline any duties? 

· Are we missing any benefits to this position? 

· Does this effectively engage a volunteer’s interest in a long-

term commitment to our agency? 

3. Present a Final Draft

· Provide staff with a copy of the volunteer position description.

· Review the job description with the volunteer.
· Staff needs to inform the cooridnator of updates if the volunteer position changes.  
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