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Essentials

 What is the aim of your project / organisation?

 What do you need from your volunteers?

 What time commitment is required from 

volunteers?

 Are any specific skills or knowledge required?

 What will the volunteers gain from the role?

 How should interested volunteers get in 

contact?

 Brevity is a virtue.
• Each of these is only two pages long, and contain all 

necessary information:



Project details

 Large or small, you should give some 

information about what your organisation does, 

or direct them to where they can find out.
• You do not need a flashy website, or even a website 

of any kind. If you capture students’ interest, they will 

follow up with questions via email if they have them.

 Why is your organisation relevant? Why should 

volunteers support your work?

 This is the point at which you capture potential 

volunteers’ attention, and interest them in what 

you do.



The role of the volunteer in your work

 What will their role be within your organisation?

 Who will volunteers be managed by? 

 Essentially, you must have a clear idea of what 

you want from your volunteers, and 

communicate that in the role profile.

 Role title – as self-explanatory as possible
• A colleague recently mentioned that she observed 

that there was far greater take up of opportunities 

that labeled themselves as ‘unpaid internships’ rather 

than ‘volunteering’. This depends on the nature of the 

role you are advertising, but it bears considering –

anecdotally, students take on work experience 

primarily for the experience it will give them to use in 

the future.



Time commitment

 How much time are you asking your volunteers 

for?

 Over how long a period?

Required knowledge / skills / abilities / interests?

 Consider what your volunteers will be asked to 

do.
• Will they need specialist skills: archiving, 

researching, IT-related skills.

• Will they be interacting with members of the public? 

Working mainly in a team, or on their own?

 Including these specifics will help attract 

volunteers who are likely to apply themselves.



What will volunteers gain from the role?

 This can overlap with the ‘required skills’ 

section to some extent; the opportunity to apply 

and develop specific skills is certainly reward 

itself.

 Money-wise, if you are able to cover travel 

costs and/or provide lunch etc., that is worth 

noting.
• The University has its B-KEW scheme which allows 

us to cover a certain level of travel costs for students 

undertaking unpaid work experience.

 This area can reiterate the role description to 

an extent – what experiences will you be giving 

volunteers the chance to have through this 

role?



How should interested volunteers get in touch?

 It is important to have a named contact and, 

ideally, an email address for interested 

volunteers to ask questions about the role and 

apply.

 Do you have a specific application process? Do 

you require a CV or covering letter?
• It is often the case that students will consider a role 

more worthwhile if they have to demonstrate their 

suitability for it, rather than simply state their interest.

 Is there a deadline to apply?
• Again, this may help spur interest. However, you 

should consider the needs of your organisation when 

thinking about setting a deadline.



The School of History can help you!

 We are more than happy to aid in the 

production of draft role profiles.

 We are very happy to advertise your roles to 

our students.
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