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Volunteer Position Description Worksheet
Title of Position:

Purpose of Position: (summary of position. This is a brief description of the position and activities.)
Requirements of Position: (What background skills, attitudes, and knowledge are needed?)
Training Provided: (What type of training is required and how will it be provided? List pre-service and on-going training. Be sure to specify if any training is mandatory.)
Location: (Where will the tutoring or teaching take place?)
Time Commitment: (What times of the day and days of the week are volunteers needed? How long is the time commitment? How flexible is the time commitment?)
Duties: (Limit to 5-10. What tasks are involved? Spell out explicitly what the person is expected to do. Include any particularly critical aspects of performance.)
Reports Required: (Emphasize accountability issues such as reporting volunteer hours, taking learner attendance, or logging class activities.)
Benefits: (What will the volunteer gain from being involved with your program? What are the tangible and intangible rewards, skills gained, or experiences that may transfer to future opportunities?)  
Supervisor: (Who should the volunteer contact with questions or problems?)
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