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Remember that a volunteer leadership role is one that involves broader 
responsibility and ownership in addition to specific tasks. The position 
description should reflect the depth of a volunteer leader’s role. 

These position descriptions can be the basis of the organization’s 
recruitment materials and any agreements outlining the responsibilities 
of the organization, its volunteers and community partners. 

Finalizing the Program Elements 

Once you have identified your organization’s needs for volunteer 
leaders and outlined meaningful position descriptions, it’s time to put 
the final touches on your preparations for working with volunteer 
leaders.  

Develop agreements that clearly outline the responsibilities of your 
organization and what is expected of the volunteer leaders. Develop 
corresponding agreements for volunteer leaders and each project 
partner. Be sure the agreements are consistent with any volunteer 
leader position descriptions. 

Create a project database that catalogues the specific leadership roles 
you have available. It can be a simple spreadsheet.  

Here’s an example: 

Project Leadership 
Type 

Special Skills Date Time

Soup 
Kitchen 

Long Term Food 
Preparation 

Weekly 
(Sat.) 

9 a.m.– 
1 p.m. 

Youth 
Tutoring 

Long Term None Daily 
(Mon.–Fri.) 

3 p.m.– 
6 p.m. 

 
You may also want to include other details that will let you 
organize and sort projects by city, time commitment or other 
factors. The database will help you manage the opportunities 
and the volunteer leaders assigned to each. Be prepared to 
keep the database flexible, as volunteer leaders may have ideas 
for different service opportunities. 

Develop a volunteer leader application to capture important 
information about volunteers’ interests, availability and skills.  

 

Volunteer 
Leader 

Application 
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This application should contain the following components: 

 Personal profile: Gather the applicant’s contact information. Keep 
this information on file to advise the applicant of upcoming 
volunteer opportunities even if he or she isn’t selected as a 
volunteer leader at this time. 

 Volunteer history: Capture information about applicant’s history 
with your organization, as well as other volunteer experiences. 
This will give you an idea of his or her knowledge, skills and 
interests. 

 Interest survey: Find out what the applicant is interested in doing 
with your organization. You can list specific projects or a variety 
of options such as projects with children, projects on the 
weekends or one-time projects. Be sure to ask why the applicant 
is interested in being a volunteer leader with your program and 
what time commitment he or she is willing to make. 

 Optional: You may choose to ask for references, conduct 
background checks, or require other information on the 
application. Be prepared to explain to potential volunteers how 
this information will be used. 

Make sure that your program has a privacy policy in effect to protect 
volunteers’ personal information to the same degree as that of staff 
members. All staff should understand this policy and be able to explain 
it to volunteers if asked.  

Volunteer leaders need to understand how their service and leadership 
can impact the organization and the broader community. By offering 
meaningful leadership opportunities and utilizing an effective 
messaging strategy, you can recruit talented and dedicated volunteers 
to serve as volunteer leaders with your organization.  

Recruiting Leaders 

Recruiting volunteer leaders is very similar to recruiting other 
volunteers. Before you start recruiting individuals, develop a 
recruitment strategy.  

Recruiting
Volunteer Leaders 
































































