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Job Description - Volunteer Service Specialist

Department: Student Affairs Report to: : Director of SLDC

Responsibilities:

Volunteer Service Specialist is responsible for coordinating and developing of
volunteer work on campus, guiding students to participate in volunteer service and
social practice activities on and off campus; properly recruiting registering, training,
serving, assessing and evaluating volunteers, building a volunteer service team, and
establishing a feature brand of volunteer service, so as to give full play to the role of
volunteers; making good contact with communities and sub-districts, and coordinating
volunteers to go to the countryside for social practice activities; and carrying out the
publicity of volunteer service, promoting the spirit of volunteerism, popularizing the
concept of volunteer service, and guiding students to achieve the all-round
development in terms of moral grounding, intellectual ability, physical vigor, aesthetic
sensibility, and work skills.

1. Be responsible for guiding the Youth Volunteer Association. Be responsible for the
publicity of volunteer service and popularize the concept of volunteer service.

2. Be responsible for the overall arrangement of volunteer service activities on and off
campus and social practice activities.

3. Be responsible for establishing a volunteer service team with university’s
characteristics.

4. Assist youth league branch and organization.

5. Organize and guide students to participate in social practice activities during the
summer vacation.

6. Guide students to participate in youth volunteer service competitions, volunteer
service exhibition activities, etc.

7. Coordinate and guide students to complete extracurricular volunteer service and
outreach practice hours.

8. Be responsible for the management of the “Volunteer Club” system.

9. Be responsible for the collection and management of Youth League members'
archives.

10. Cooperate in organizing labor education themed activities.

11. Complete the job instructed by the leader.

Required Qualification:

1. Master or higher degree;
2. Have good ideological and moral quality and social dedication.

3. Be enthusiastic in voluntary service, with a strong sense of responsibility and service.
4. Beequipped with strong writing skill both in Chinese and English, excellent fluency
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in written English

Be familiar with document writing style, be good at the computer office
system using.

Have strong communication skills, coordination ability, service and overall

awareness.
Be enthusiastic about student affairs work and be able to communicate with

students patiently.



