
Worksheet 
Writing Volunteer Job Descriptions

POSITION TITLE:  

ROLE DESCRIPTION  

A few sentences summing up the primary focus of the role.  

RESPONSIBILITIES  

A detailed list of what is expected of the volunteer in this position and what responsibilities 
they will have.  Take extra care with this section so your potential volunteer has a clear idea 
of what they will be asked to do. 



EXPECTED OUTCOMES AND TERM GOALS  

These can be standard goals that always apply whenever a volunteer is new to the role or 
specific goals for that person and that term. 

QUALIFICATIONS 

Key experience or skills that make a certain volunteer perfect for this role. 



TIME COMMITMENT  

Outline the expected hours per month or year that the position usually requires. 

TRAINING AND SUPPORT  

This can be a list of recommended trainings as well as specific training opportunities for that 
position. 



BENEFITS 

One volunteering role can often lead to another, opening doorways to higher level MITAA 
boards or committees.  Many positions also forge strong relationships and exposure among 
alumni groups and the Institute.  


	Position Title: 
	Role Description: Some questions to consider: 
• What is this position’s largest responsibility?  
• Does this position report to or oversee any other positions?

	Responsibilities: Some questions to consider:
• Does this role require specific meeting attendance and role at each meeting (such as taking minutes or preparing a committee or position update)?
• Are there any deliverables this position is expected to coordinate, maintain or produce (such as a webpage, newsletter, social media page, annual reports, etc)?
• Is this position expected to act as a liaison with other groups or MIT staff?
• Does this position involve mentoring another position, students or other alumni?
• Is this volunteer expected to making an annual gift?

	Expected Outcomes and Term Goals: Some questions to consider:
• Is there an annual event that has an attendance record that could be improved?
• Is there a donation level that should be reached?
• What could be accomplished over this role’s term and can be easily measured?

	Qualifications: Some questions to consider:
•What kind of skillset is needed for this position (leadership skills, communication skills, organizational skills, relational skills, financial or tax knowledge, etc)?
•Does this volunteer need experience and understanding of certain MIT or Alumni Association programs or services?  
•What level of understanding of the greater institute, the Association or its mission do they need?
•Will this volunteer be provided and expected to undergo certain trainings for this role?

	Time Commitment: Some questions to consider:
• How often will this volunteer need to attend meetings?  
• Are they expected to attend or staff any events?
• Will they need to spend time talking with, visiting or corresponding with other alumni to fundraise, mentor or gather news & metrics?


	Training and Support: Some questions to consider:
• What Alumni Association Trainings does this position need (Encompass, Outreach Management Tool, for example)?
• What sessions during the annual Alumni Leadership Conference would benefit this volunteer?
• Are there any articles in the Volunteer Knowledge Base that this position should read?

	Benefits: Some questions to consider:
•Does this position typically lead to other leadership roles?  If so, which ones?
•Does this role provide a lot exposure to certain alumni or other MIT groups?  
•Does this position frequently interact with another volunteer position?  
•What kinds of relationships could this position form?



