
 
 
 
 
 

Volunteer Positions & Descriptions 
 

1. Event Coordinator 
o Plan and organize fundraising events, workshops, or community outreach 

programs. 
o Coordinate logistics, including venue selection, vendor management, and 

scheduling. 
o Recruit and manage event volunteers. 
o Assist with marketing and promotion of events. 

 
2. Social Media Manager 

o Manage and update social media platforms (e.g., Facebook, Twitter, 
Instagram). 

o Create engaging content to promote the organization's mission and 
activities. 

o Respond to comments and messages from followers. 
o Monitor social media analytics and provide reports. 

 
3. Fundraising Assistant 

o Assist in developing fundraising strategies and campaigns. 
o Research and identify potential donors, sponsors, and grant opportunities. 
o Help organize and execute fundraising events. 
o Assist with donor appreciation and acknowledgment. 

 
4. Administrative Support 

o Provide general office support, such as answering phone calls and emails. 
o Assist with data entry, filing, and record-keeping. 
o Help with scheduling and coordinating meetings. 
o Prepare documents, reports, and presentations. 

 
5. Volunteer Coordinator 

o Recruit, screen, and onboard new volunteers. 
o Match volunteers with appropriate roles based on their skills and interests. 
o Provide orientation and training to volunteers. 
o Maintain volunteer records and track volunteer hours. 

 
 
 
 



6. Grant Writer 
o Research and identify grant opportunities. 
o Write compelling grant proposals and applications. 
o Collaborate with program managers to gather necessary information. 
o Track and report on grant outcomes and requirements. 

 
7. Marketing and Communications Specialist 

o Develop and implement marketing strategies to raise awareness of the 
organization. 

o Create content for newsletters, website, and promotional materials. 
o Manage email marketing campaigns. 
o Monitor and analyze marketing metrics. 

 
8. Mentor or Tutor 

o Provide guidance and support to individuals or groups. 
o Assist with academic tutoring, career mentoring, or personal development. 
o Help individuals set goals and develop action plans. 
o Track progress and provide feedback. 

 


