Position Description Template
This resource is in three parts. The first is a description of the elements of a position description and the second provides an example of a position description for a volunteer caller. The third part is a template to use in documenting a position so that all elements are addressed.[footnoteRef:1] [1:  Adapted from Army Family Team Building training materials.] 

Elements of an Effective Position Description
Position Title: What would the job title be for a paid staff person performing the same types of duties as those that a volunteer is being sought to perform? It is advisable to identify it as a volunteer position, but make the title as consistent as possible with paid staff, and avoid acronyms (e.g., “Family Greeter,” not “First Response Facilitator/Personnel Orientation Adjuster” or FRFPOA!).
Purpose: State clearly why the position is needed and who it benefits.
Supervisor: Who will be the first and second line supervisors and what are their titles? What is the line of command? Note where this position fits into the “big picture.”
Duties/responsibilities: Identify what is to be accomplished, and when, where, and how with specific action terms. List the major tasks involved in each area of responsibility and clarify accountability. When a specific outcome or result (“deliverable”) is associated with a task, identify it.
Qualifications: List all requirements, including background, education/training, and experience, as well as any physical demands.  Be careful not to over-qualify positions that may unfairly restrict the pool of prospective volunteers.
Time Required: How many hours of commitment are needed or how many days, per week, are needed? It is very important to be realistic about time requirements. One of the most serious mistakes you can make as a volunteer manager is failing to indicate truthfully how much time the volunteer will need to do a specific job.
Term: How long will the position be needed; what length of commitment in involved?
Training: Include the nature of the training, the specific content, the hours involved, when it will be available, and the persons who will conduct the training.
Evaluation: It is important to be very specific about when and how the position will be evaluated and who does the evaluating. For example, there may be a technical assistant supervisor and a scheduling supervisor. The volunteer job description should not only serve a purpose for recruitment but should also serve as the basis for performance expectations.
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Benefits: This section should include benefits that will be gained by both the volunteer and the organization, i.e., what each gets from the successful completion of the job. Benefits can include the validation of volunteer experience for a résumé, paid job application, professional certification, etc.
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Sample Position description
Position Title: Key Caller
Purpose: To serve as a key to Family members within the unit
Supervisor: Family Readiness Group (FRG) Leader
Duties/Responsibilities:
Keep in contact with FRG Leader
Relay appropriate and accurate information up and down the chain of concern
Discourage and stop rumors
Decipher relevance of information received and communicate with appropriate channels 
Attend pre-deployment briefings and FRG meetings
Maintain confidentiality.
Qualifications:
Understand the military chain of command and chain of concern
Can relate to people
Be a skillful listener
Have the ability to work independently
Time Required:  5-10 hours per week
Term: 6-12 months
Training:
Key Caller Training in Army Community Service
FRG Training
Army Family Team Building (AFTB) Levels I and II
Operation Ready classes
Evaluation: 
Ongoing informal evaluation.  Evaluation performed by FRG Leader.
Benefits: 
[bookmark: _GoBack]Satisfaction of creating a good, first impression of the unit. Working and assisting other family members. Skill building: people skills and communication skills.
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Organization: 

Program: 

Position Title: 

Purpose:  


Supervisor: 
Email: 
Phone: 

Duties/responsibilities: 




Qualifications: 

Time Required: 

Term: 

Training: 

Evaluation: 

Benefits: 
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