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Template for writing volunteer projects - scope and description
	Organisation Name:



	Wish title:



	Estimated start date:



	Estimated end date:



	Estimated time for task completion:



	Contact details:



	Location of work:
(e.g. office address, or 
“can be done online”)


Volunteer project description and responsibilities
· Description of the role and what the volunteer will be responsible for doing. 

· To whom will the volunteer report? 

· What activities or tasks will the volunteer be responsible for? 

· What are the objectives of the project?

Tip: Include a sentence about the impact this volunteer work will have on your organisation

About your organisation

· Mission or aim of your organization. 

· Who or what do you help? How do you help? 

· Are you big, small or medium sized? How many staff?
·  Where do you operate?
Required skills

· What specific skills will the volunteer require? 

Tip: If you require a specific qualification please state it here eg. Chartered Accountant

Expected outcomes 
· What specific work outcomes or deliverables is the volunteer expected to produce? How will these be measured or evaluated?

Timeframe and milestones

	· What is your proposed starting date? What is your estimate of the total time required to complete the wish?  Are there any interim milestone dates?

Tip: Allow for the fact that this work will be completed by a volunteer so will take longer than a paid staff member




Resources - human and physical
	· Are any physical resources such as IT, software, office equipment or other assets being provided by the community group to support the volunteer’s work? 
Tip: Don’t forget to mention if there any working conditions that are out of the ordinary, such as challenging clients, working hours, noise etc.  
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