
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Volunteer Training Specialist (x3) 

Position Category  National Officer  
Dept: Lifetime Engagement 
Staff Counterpart: Volunteer Engagement 
Coordinator 

Summary of the 
position  

The Volunteer Training Specialist will direct 
training initiatives for National Volunteers. Each 
specialist will be given one of the three divisions 
to directly support: Chapter Advisory Board, 
Colony Advisory Board, or National 
Officer/Resource.  

Primary Duties 1. Collaborate with Character Education and 
Leadership department to develop and 
implement a comprehensive training 
program for volunteers.  

2. Facilitate training, on-site or through 
email/webinar/conferencing  

3. Guide volunteers through training, including 
answering questions, following up with 
completion, and troubleshooting concerns. 

4. Annually evaluate training program to 
ensure relevancy and current content.    

Secondary Duties 1. All National volunteers are required to 
complete position training at the discretion 
of their staff counterpart.  

2. Be knowledgeable about where resources 
are on the Members Only section of the 
National Website, Sigma Connect, in relation 



 

to the volunteer position. 
3. Take advantage of opportunities the National 

Organization provides to educate and update 
volunteers on strategic initiatives and new 
procedures. 

4. Respond to communication within 48 hours. 
Expectations  Uphold Volunteer Expectations as outlined 

by the National Organization.   
 Express a three year commitment to the 

success of volunteer appointments.    
 Commit 3-5 hours each week to the 

position, with a monthly call with the staff 
counterpart working directly with your 
division of volunteers. Highest times of 
involvement vary, but are flexible around 
volunteer schedule.  Availability during 
weekends and evenings is necessary to 
complete tasks. 

 This position will serve virtually and offer 
the potential to travel to conduct on-site 
training. 

Qualifications and 
Skills 

QUALIFICATIONS 

 Alumnae membership in Sigma Sigma 
Sigma.  

 Possess an understanding of Tri Sigma’s 
Strategic Initiatives and mission 
statement.  

 Preferred professional experience with 
needs analysis and educational program 



 

design 
 Preferred professional experience 

facilitating 
 Preferred experience working with 

various age groups and demographic 
backgrounds 

SKILLS 

 Comfort and ease with Microsoft Office, 
Internet, Google Documents and 
teleconferencing.  

 Motivated self-starter who is able to work 
with minimal supervision and as part of a 
team. 

 Understand and effectively communicate 
expectations and roles within a 
colony/chapter 

 Excellent communication skills 
StrengthQuest 
strengths 

Achiever, Analytical, Communication, 
Consistency, Deliberative, Developer, 
Individualization, Responsibility 

 


