
Volunteer Job Descriptions 
 

In order to get the most benefit from the time and work of volunteers, providing 
each person a role or task that is meaningful to your organization is important. 
Defining expectations and the nature of the role - including time - is critical. Each 
volunteer should feel they have a purpose, that they are needed, and that they 
contribute something of value. The organization's leadership team needs to have 
clarity on expectations so they can best utilize the time and talents each volunteer is 
offering. And from these, come a need for a job description that includes these 
elements and sets proper expectations for both the volunteer and the organization. 
 
The elements of a volunteer job description include: 

• Definition of a specific task or role 
• Estimated number of hours per week/month necessary to fulfill the 

commitment 
• Expectation of schedule and timeframe for what needs to be done (Every 

week by Tuesday? Once a month on the first Friday? Each day of the week for 
2 hours?) 

• Clarity on location and any additional resources necessary for the role, so 
there are no blindsides 

• A place for the signatures of both the organization's leadership and the 
volunteer's; both should receive a copy. 

 
Below are some samples: 
 

Volunteer Opportunities 
If you are interested in any of the following volunteer opportunities, or 
would like a presentation made to your organization about how others can 
volunteer, please contact NAME, at EMAIL and PHONE NUMBER for more 
information. 
 
 

Assemble weekly mailings. Person(s) to come to the station on 
Wednesday or Thursday each week and help assemble mailings to 
donors and those on the station mailing list. Mailing would need to be 
completed by Friday each week. Hours: 5/week Duration: Ongoing 
 
Assemble monthly mailing. Person(s) to assemble monthly mailing 
to all donors. Mailing includes invoice and newsletter. Mailing needs 
to be assembled during the second week of the month and ready to be 
mailed by Friday of that week. Hours 10/month Duration: Ongoing 
 
Coordinator of Parish Liaisons. Person responsible for overseeing 
group of parish liaisons who represent the station at their local parish. 
Duties include getting timely information and materials to parish 



liaisons, meeting with them once a monthly or semi-monthly, and 
working with station manager to get updates on station events, 
happenings, etc. Hours: 20/month Duration: June, July & August 
 
Administrative Volunteer. Person(s) to volunteer on a regular basis 
to do basic office administrative tasks at the station, such as making 
copies, running errands, sorting, filing, and answering phones at the 
station. Hours: 10/week Duration: Just during Lent and Advent 


