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ĄDefine specific roles for your volunteers and reflect this in the 

name that you give the role.  Just trying to recruit people to the role 

of a ógeneral volunteerô doesnôt give any accurate detail of what they 

will be doing and can sound a bit boring.

ĄMake a list of all the things that you will require the volunteer to do.

ĄList down the skills that the person will need to have to fulfil the 

role.

ĄTry to give volunteers as much responsibility as possible and make 

it clear to them how much their work impacts upon the organisation.  

This will demonstrate to them that their role has been carefully 

thought out and is fulfilling an important need within the organisation.

ĄIt is important not to be too rigid about a formalised role, as this 

may need to be adjusted to be personalised to a particular volunteers 

needs.  It is good practice to review volunteersô roles on a regular 

basis and make changes so that they meet the needs of both the 

volunteer and the organisation.

ĄDonôt just ask what can volunteers do to help?  This potentially 

restricts their involvement by creating ójobs for the sake of itô and 

may mean they end up doing things that are not necessary or donôt 

need doing ahead of other more important things.
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SAMPLE OF REQUEST FOR VOLUNTEERôS FORM

CHARITY NUMBER:



ĄIdentify what it is that you want your volunteers to do.

ĄDecide what it is that you can offer your volunteers and if you can give 

them what they need.

ĄAdvertise in places that people might go to e.g. Community Centres, 

coffee shops, etc.

ĄContact local press and see if they can write an article on your 

organisation.  Get in touch with your local radio stations and volunteer 

centre.

ĄGet information about the vacancies ready, with a system set in place 

to respond to enquiries from potential volunteers.

ĄCheck that your recruitment materials e.g. Application forms, etc, are 

clear and easy to follow.

ĄLook at any barriers that might be present when volunteering for your 

organisation and take positive steps to overcome them.

ĄIt is important to notify all staff before introducing new volunteers to 

your organisation.

ĄTry to keep your advertising to one or two places, as it will make it 

easier to track the results.

ĄDonôt overload your adverts with too much information.  Keep them 

simple and to the point.
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SAMPLE OF A VOLUNTEERôS APPLICATION FORM


