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Guidelines for Material Submitted 
to the Sun City Center Connects Website 

It is recommended that you print this document and refer to it as you create the material 
intended for publication on the Sun City Center Connects website.  

Structure Recap: Each organization represented in the Sun City Center Connects website 
has its own web page. The top part of that page contains a brief but thorough, three-section 
write-up explaining what the organization does, a general description of the role(s) of 
volunteers in the organization, and a link to the bottom of the page where further instructions 
on what to do if interested appears. (“What to do if interested” is further explained under “Next 
Step” on Page 3.)   In addition to text, organizations are invited to supply a picture that depicts 
what the organization is all about. 

Below the top part of the web page is the list of volunteer jobs along with a complete, eight-part 
job description of each job along with the instructions on what to do if interested. For some 
organizations this could be only one job description while for others it could be 15 or more. 
This eight-part job description for each job is a requirement for new organizations to be 
included in the website.  In addition to text, organizations are invited to submit a picture for 
each volunteer job description that depicts that particular position. 

General: All material submitted will be copied and pasted into the web page so send the 
material in Word or similar format. Do not send in PDF format because of difficulty in copying 
and pasting. Before any page goes live, the submitting organization will be able to review and 
approve the page. This also applies to any changes that may be made after initial publishing.  

Top part of web page: Write the organization’s purpose etc. as thoroughly and concisely as 
possible. Shoot for about half to three quarters of an eight and a half by eleven page. Follow 
that with a short paragraph that generally explains what volunteers do. I will add something 
along the lines of “If you’re interested in volunteering with this organization, click here. When 
they click “click here” they will be branched to the bottom of the page where they will take the 
appropriate step or steps (further explained under “Next Step” on Page 3).  

Specific Jobs Section: This section of your organization’s web page is devoted to specific 
volunteer jobs you need to fill and is the section felt to be the best shot at getting the 
volunteers needed. After your web page is in place and you tell me the job you are in most 
current need, I will make a post in the local social media such as Nextdoor and the local 
groups of Facebook that gives a very brief (one or two short sentences) description of what 
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your organization is all about - and add something like “right now they are in need of someone 
to help with “kada kada kada” (the name of the volunteer job). That will be following by a link 
that will take them straight to your organization’s web page.  

In cases where organizations have multiple volunteer jobs, there will be linking buttons for 
each job between the top and bottom part of the organization’s web page.  

Each Job description must stand alone.  

As you create the text for this section of your web page, keep in mind that the target audience 
wants to know what they are getting into before they move forward, but don’t want to spend a 
lot of time reading. Also, keep in mind that not disclosing the requirements of the job and the 
commitment expected up front can lead to early volunteer dropout!  

Be thorough but be brief. Be sure to answer the following questions in your write-ups:  

1. Job Title: A descriptive title gives the volunteer a sense of identity and helps salaried staff 
and other volunteers understand this particular role. Steer away from descriptions that have to 
do with pay. For example, why call the receptionist a "volunteer" receptionist? You don't say 
"paid" receptionist for a staff member.  

2. Work Location: Where will the individual be working? Can the work be done at home or a 
particular site? Is there public transportation near your job site/s so you can recruit people who 
might not have personal transportation?  

3. Purpose of the Position: This section is more than likely the section that will tie the 
volunteer position to the passions and interests of the prospective volunteer. Be sure to explain 
how the volunteer's work affects a project's outcome, clients, or mission. State the expected 
impact for both direct service and administrative assignments so that volunteers understand 
how important they are to the organization and its goals.  

4. Responsibilities and Duties: Explain the volunteer position's specific duties and 
obligations. Say clearly what is expected. Make it as complete as possible but refrain from 
going into details except when necessary.  

5. Qualifications: It pays to be very clear and concrete when listing qualifications for any 
volunteer position. Include education, personal characteristics, skills, abilities, and experience 
required. If volunteers must undergo a background check, this is the place to let them know.  

6. Commitment Expected: How much time do you expect from the volunteer? Include length 
of service, hours per week, and hours per day. Include any special requirements such as 
weekend work.  
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7. Training: List what training the volunteer will receive. Include general training that all 
positions require plus any position-specific training for this assignment. For some volunteer 
positions, training can be done in five minutes or less. For other jobs, training is extensive. Be 
sure to be up front about the time that will be spent in training. Also, in many cases, the 
training that volunteers receive also helps them in everyday life. If that is the case, be sure to 
mention that.  

8. Next Step: At the end of each description, there will be “If you would like to volunteer or 
get more information, simply complete and submit the form below and someone from 
the XXX Organization (your organization’s name) will contact you within the next few 
days” paragraph followed by a form where the prospective volunteer can enter their name, 
email address, and phone number. 

That information will go to me and I will immediately forward it to the volunteer coordinator for 
your organization.   

The sooner that the prospective volunteer is contacted, the better the chance of that 
person not losing interest and “wiggling off the hook” while waiting for someone to call. 

Keep in mind that Sun City Center Connects wants your quest for volunteers to be as fruitful as 
you do. To that end, we may make suggestions to alter what you submit to us. You will have 
the opportunity to review any material before posts are made on local social media to draw 
people into your page. 

If you have any questions, please use the email address or call using the phone number at the 
top of the page.  

BTW, this document is a living document, and as we come up with ways to improve, we will 
update it. We also plan to keep all of our clients apprised of changes and improvements we 
implement that could affect organization web pages. I welcome any suggestions for change 
that will improve the results.  

Thanks  
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