
POSITION DESCRIPTION TEMPLATE

Position Title:








Reports to: 






Position Overview: 




















Agency Purpose Statement: 








Specific Tasks:

1.

2.

3.

4.

5.

Time Commitment:








Qualifications: 









Skills Required: 









Training Required: 








Features and Benefits: 







Other: 









Example 2:  
Day of the Event Position Descriptions

Thank you for participating in our “A Night Before Christmas Event”!

Goal: To provide an active, outdoor, and fun event for families.
Time: 3:15 p.m. – 7:30 p.m.

Volunteer Sign-In

􀂚 
Location – Once you arrive at 3:15 p.m., sign-in will be located at the pavilion in

the playground area. Please sign-in and report to your assigned location.


Volunteer Roles:

1. Welcome Booth (3 people)

􀂚 
Once you have signed in, you will go to the entrance of the event venue. 
 
There are two points of entry at this event, either side of the skate park.

You will greet and pass out event programs to participants as they enter. 
You may want to point to where wristband sales are being sold and let them know where Santa is landing (baseball field). Santa lands at 4:00 p.m., and kicks off the event.

2. Wristband Sales (4 people)

Assist Jill and Jack – Once you have signed in, you will report to the tent

located near the entrance of the venue where wristband sales will take place.

One volunteer will assist Jill and one will assist Jack by putting the wristbands on children. Please familiarize yourself with the schedule, to answer questions.

3. Inflatables (12 people)

Two Bounce Houses and 18’ Slide – Once you have signed in, go to the fenced playground area. All inflatables will be set up in this location. 

o Bounce House (wristband is required) – Participants required to take off their shoes prior to entering the bounce house. The 15’ x 15’bounce house will be for children ages five and under (there will be signs displayed with this information) You will allow up to eight children in the bounce house at a time for one to two minutes, depending on the length of the line.

o 18’ Slide (wristband is required) – Participants required to take off their shoes prior to entering the slide. The volunteers will stand at the entrance of the slide and allow one child at a time to enter. Once that child has reached the top of the slide and is seated to slide down you can allow the next child to enter.

4. Face Painting (6 people)

The Artistic Ones (wristband is required) – Once you have signed in, you will go

to the pavilion located beside the fenced in playground area. All supplies will be

located there and ready for you to set-up: paint, paint brushes, water cups,

mirror, wipes, etc. Some ideas for face painting: Santa, candy canes, snowflake, Rudolph, wreaths, ribbons, stars, trees, sleigh, presents, etc. Be creative and have fun.

























































































