
Volunteer Position Template   
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Volunteer Opportunities 
Position Description 

[Instructions: Completed by the requesting department and submitted to 
the Human Resources Volunteer Coordinator for all volunteer opportunities] 

 

Position Title:  

Work location: 
[include street address] 

 

Purpose of the position:  

Position responsibilities 
and duties: 

 

Skills & Qualifications: 
[Desired education, 

skills, abilities, interests, 
experience] 

 

Physical Requirements: 
[include any walking, 

standing, lifting 
requirements, and work 

environment] 

 

Commitment Required: 
[define minimum 

commitment, hours per 
week or per month] 

 

Training: 
[that the volunteer will 

receive] 

General citywide volunteer orientation 
Department specific training including: 
 
 

Dress code: 
[note if uniforms will be 

provided] 

 

Reports to:  

For questions, please 
contact: 

 

 

Submitted by/date: ________________________________________ Ext: ______________ 


	Position Description

	Position Title: Volunteer Offsite Events Adoptions
	Work location include street address: various
	Purpose of the position: Assist with offsite event adoptions. 
	Position responsibilities and duties: Handling pets and facilitating adoptions.
	Skills  Qualifications Desired education skills abilities interests experience: Prerequisite is being a vetted volunteer dog exerciser and/or cat caregiver. 
	Physical Requirements include any walking standing lifting requirements and work environment: You will need to be able to handle dogs on leashes of all sizes, shapes, and behaviors. You will often times be tugged on, pulled around, knocked down, jerked around while hanging on to the leash. You will get dirty and tired. You may need to be able to handle cats and miscellaneous critters. 
	Commitment Required define minimum commitment hours per week or per month: Our volunteer requirement is a minimum of 8 hours per month, so a minimum of 2 hours per week, if you are scheduled for one day a week. More than 8 hours per month is allowed and encouraged. Offsite events can be counted toward your 8 hour a month commitment. 
	General citywide volunteer orientation Department specific training includingDress code note if uniforms will be provided: We provide you with volunteer t-shirts and an ID badge that need to be worn while you are volunteering. Comfortable, casual clothes should be worn. No open toed shoes. 
	General citywide volunteer orientation Department specific training includingReports to: Cindy Carlson or other designated employee or volunteer. 
	General citywide volunteer orientation Department specific training includingFor questions please contact: cindy.carlson@cityofhenderson.com
	Submitted bydate: 
	Ext: 
	list department specific training that will be provided: You will be shown what to do, told where to go, etc. 


