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Job Description Form

Advertise your volunteer job with our Volunteer Referral Service.
	ORGANISATION INFORMATION

	Organisation
	

	Department
	

	Contact
	

	Address
	

	Suburb
	

	Post Code
	

	Phone
	

	Fax
	

	Email
	

	Website
	


	VOLUNTEER JOB INFORMATION

	Job Title
	

	Type of Job
	( Short-term    ( Long-term    ( Special Event *

	Special Event *
	If you selected Special Event *, who should the volunteers contact to apply for this role? 
( Volunteering NSW
( Your Organisation

	Urgent?
	( Yes    ( No

	Location
	Suburb:                                                Post code:

	Location Comments
	

	Number of Volunteers?
	


	VOLUNTEER JOB DESCRIPTION

	Job description
	

	Benefits to the volunteer

	

	Training
	


	SKILLS

	What are the three main skills needed for this job? Please number from 1 – 3 (most important to least).
Please note: This is very important for us to be able match suitable volunteers to your job.

	_ accounting

_ acting / performing arts / drama

_ advocacy

_ aged

_ animal

_ archives

_ artistic design and coordination

_ arts

_ audio

_ call centre / telephoning

_ calligraphy

_ cash handling

_ child care

_ clerical / administration

_ community services

_ computer (design)

_ computer (support)

_ computer (user)

_ copy writing

_ cosmetic care

_ counselling

_ court support

_ craft

_ culture

_ disability (visiting and support)

_ display

_ driving

_ editing

_ emergency
	_ environment

_ food and drink service

_ food preparation

_ fundraiser

_ gardening / nursery

_ graphic arts

_ health care

_ information and referral

_ interpreter

_ interviewing

_ journalism

_ language

_ legal assistant

_ letter box drop

_ library assistant

_ mailout

_ maintenance / handyperson

_ management

_ marketing

_ mentor

_ minute taking

_ museum guide

_ musical instrument (playing)

_ newsletters (copy writing)

_ newsletters (production)

_ photography

_ plant nursery

_ prison visiting

_ proof reader
	_ public relations / promotion

_ radio

_ reception

_ refugee / migrant worker

_ research / report writing

_ respite care (disability)

_ sales

_ shopping

_ sorting (stock)

_ speaker / presenter

_ special events (assistant)

_ special events (organiser)

_ sport

_ store person / packer

_ surveys

_ teaching

_ technician / trade

_ television / video

_ theatre production

_ ticketing

_ tour guide

_ trainer / adult education

_ translating

_ visiting

_ website design

_ women

_ youth

	Skill 1 – What level of skill should the volunteer have?  

	( Interest only    ( Skilled    ( Qualified

	Skill 2 – What level of skill should the volunteer have?  

	( Interest only    ( Skilled    ( Qualified

	Skill 3 – What level of skill should the volunteer have?  

	( Interest only    ( Skilled    ( Qualified

	Does the volunteer require specific or specialised skills e.g. technical skills, computer skills, a high level of spoken English etc?

	

	Required level of spoken English?

	( Basic    ( Intermediate    ( Advanced

	Required level of written English?

	( Basic    ( Intermediate    ( Advanced


	SCHEDULE

	Start Date
	

	End Date (if applicable)
	

	Days
	( Flexible    ( Monday    ( Tuesday    ( Wednesday    ( Thursday    ( Friday
( Saturday    ( Sunday

	Max hours per week
	
If this is an ongoing job a volunteers should work no more than a maximum 16 hours per week

	Min hours per week
	


	ADDITIONAL COMMENTS

	


Please fax to 02 9261 4033

or 

email to admin@volunteering.com.au
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