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Volunteer Position Descriptions
What is a volunteer position description? 
It describes the role and expectations for a prospective volunteer. It includes the tasks they’ll do, time commitment, meeting times, qualifications, and benefits. 
Why have a volunteer position description? 
Position descriptions help with volunteer recruitment. A clear description helps the prospective volunteer decide if the role is a good fit for their interests and abilities. It addresses potential concerns and presents an appealing role. Volunteers may be more comfortable with making a commitment if they know what to expect.
Creating a position description also helps you as a Hometown Pride leader to think strategically about the role, making sure it is achievable and appealing:
· Does this role have reasonable time expectations, or is it too large for one person?
· Does the volunteer need to attend meetings, or can they do the work on their own time?
· What potential barriers would a volunteer have (e.g. child care) and how can you help with those? (e.g. – can they bring their kids to meetings? Work virtually?)​​
· What benefits does this position offer to the volunteer and what support will you provide?
The following pages have 3 examples of volunteer descriptions. You can use these examples and adapt them to your own needs, or fill out the blank job description table on the final page.
​



Hometown Pride Volunteer Position Description  - Example 1 (committee member)
Volunteer Position Title: 		
Hometown Pride committee member 
Mission and Purpose:
Hometown Pride exists to advance the following goals in our town: 1)  Enhance civic pride; 2) Add new community amenities; 3) Foster more local leaders; 4) Increase economic and cultural vitality 
Responsibilities and Specific Duties: 
· Attend monthly committee meetings
· Do hands-on work to complete Hometown Pride projects and events
· Along with fellow committee members, participate in logistics of running a committee, such as: generating project ideas, electing committee officers, making sure funds are used responsibly.
Volunteer qualifications: 	
· Committed to the mission of the organization and the success of our town
· Able to work well with others, have open discussions, and be open to new ideas 
· Able to attend monthly committee meetings and Hometown Pride events
· Reside, work or attend school in _________________ or in nearby rural area
Prior experience with this type of work is not required – our Hometown Pride coach and your fellow volunteers will provide guidance and direction.
Special skills are welcome! If you have experience with any of the following, we can put your talents to work: Fundraising, Social media/marketing, Event planning, __________________________________
Time Commitment:	
· 2-3 hours/month (occasionally more to prepare for special events or projects)
· 2 year commitment requested
Location:	
Monthly meetings are held at _________________________________________
Benefits:	
Join a fun group of people who love our town! You’ll meet great people, gain new skills, and help steer the future of our community. 
How to Volunteer:	
· Reach out to __________________________ at __________________________ or talk to one of our committee members. 
· Attend a meeting to get to know us – visitors are always welcome
Hometown Pride Volunteer Position Description  - Example 2 (special project volunteer)
Position title: 		
Hometown Pride - public art volunteer (or “festival planning volunteer” or “trail fundraising team”)
Mission and Purpose:
Hometown Pride exists to advance the following goals in our town: 1)  Enhance civic pride; 2) Add new community amenities; 3) Foster more local leaders; 4) Increase economic and cultural vitality 
Responsibilities and Specific Duties: 
We’re seeking 2-3 public art volunteers to assist the Hometown Pride committee with planning & completing a community mural downtown
· Help secure mural location and permission from property owner
· Assist committee with finding and hiring artist to complete mural
· Along with Hometown Pride committee, work with artist to finalize design & schedule painting
· Help recruit volunteers to assist with mural prep work
Volunteer qualifications: 	
· Committed to the mission of the organization and the success of our town
· Able to work well with others, have open discussions, and be open to new ideas 
· Able to be responsive to messages and attend occasional planning meetings
· Passion for art and our community!
Prior experience in public art is not required. Our Hometown Pride coach and committee will provide guidance and direction.
Time Commitment:	
· 2-3 hours/month 
· Project is expected to take 6-12 months to complete
Benefits:	
This is a unique opportunity to make a visible difference in the appearance of our town and connect with your fellow residents!
How to Volunteer:	
· Reach out to __________________________ at ______________ or talk to one of our committee members. 
· Attend a meeting to get to know us – visitors are always welcome



Hometown Pride Volunteer Position Description  - Example 3
Position title: 		
Hometown Pride – social media volunteer
Mission and Purpose:
Hometown Pride exists to advance the following goals in our town: 1)  Enhance civic pride; 2) Add new community amenities; 3) Foster more local leaders; 4) Increase economic and cultural vitality 
Responsibilities and Specific Duties: 
· Post on the Hometown Pride Facebook and Instagram page 1-2 times per week
· Monitor and respond to comments. Forward messages to committee members.
Volunteer qualifications: 	
· Committed to the mission of the organization and the success of our town
· Understanding of how to post on social media.
· Able to represent Hometown Pride in a positive light and respond to social media comments with a positive and welcoming tone.
· Able to be responsive to messages and requests from Hometown Pride committee members
· Optional: Experience making simple graphics and/or video content is a plus, but not required 
Time Commitment:	
· 2-3 hours/month 
· 1 year commitment requested
Benefits:	
This position is a fun way to be “in the know,” connect with fellow residents and express your creativity.
How to Volunteer:	
· Reach out to __________________________ at ______________ or talk to one of our committee members. 
· Attend a meeting to get to know us – visitors are always welcome


Volunteer Position Description  - Fill in the blank
	Position title:
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	Time commitment:
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	How to Volunteer/
Contact Info:
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