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Peace be upon you.......

Dear Volunteer please select the department and the field
you would like to volunteer.
We pray Allah to reward you for all that you exert for his

sake.
Duties of media and public relations Dept: Aoyl s dalal) cilidlal) Jles
) Photoshop Designer PR PP POV )
Y | Web designer i i) a8 ga aenan Y
¥ | Banners specialist iy Gl Y
¢ | Advertisements distributor aldle) a5 ¢
© | Video Cameraman S8 ) pema o
1 | Photographer S e i ) sae !
V| Articles & news editor adaa lal; el s v
A | Newspapers relations Canall ABle calbia A
% | Sounds & recording technician Gty Ol g 8 q
Y+ | Advertisements designer DY) maat | Yo
VY | Scenario editor sl e | )Y
VY | TV producer Sz A | VY
VY | Internet Websites updater i i) ol gal Caana | VY
V¢ | Guest receptionist & introducer 4 aeh iy s duid | V¢
Ve | Exhibitions designer ol paaa | VO
Y1 | Internal décor designer sl HsSa a8 |
VYV | Gifts wrapper U alaa | VY
YA | Introducing the office & its programs to other parties 6 AY) Cleall andl s i€l Gy il | YA
‘4 Coord.inaFor , visitation from Masjid committees and other Sall saludl) clelen s sla¥) i L3 et | 14
organizations
Y+ | Volunteers attraction & management aei )y cpe skl Gl | Y
vy | Volunteers follow up & interaction with them aere Jeliill 5 oo shiial) dalia | Y
vy | Preparing materials and media prints Lol cle gphall g J gall Jae) | YY
vv | Media coverage for the office programs S el e A | YY
v¢ | Archiving all types of media materials lee) 5 qaeny Apdle ) o pall a5 | YE
Yo | Website and emails management s S 3l o i) aBsas )y | YO
v+ | Participation in media exhibitions Loley) ajladl BAS LI | YR
vv | Providing media gifts & medals gl ey Wagh yag | YY
vA | Collecting reports of the departments and publishing them 1_@@\ Leal yal 5l JIaY) )i pen | YA
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Duties of Da'wah & Guidance Dept: 1als )Yl g5 eall 5 )0 Jlac
Y4 | Coordinating for Lectures & Classes schedules and Leindia s usall g @ pealad) Jgdaa Gawti | Y4
follow up.
¥+ | Conducting of Lectures Classes G pualaall 5 ugoall 3 | Y
¥) | Coordinating for Islamic studies seminars Gaadell i pall Gansi | Y
¥Y | Conducting Islamic studies seminars Toalall < gall 468 | WY
Y'Y | Carrying out field studies & statistics Clibany) s ol )l Jas | ¥V
v¢ | Distribution of books & cassettes Ao i)y il w5 | YE
Ye | Follow up for the book stands in the Masjids &shopping a5 aaboad) & G dadlia | Yo
malls )
Y1 | Advertisement distribution eyl ws | T
YV | Coordination for sports programs faal gl ) o | ¥V
YA | Coordination for picnic trips e ) CDa) Gadi | TA
¥4 | Coordination for cultural programs A )l et | ¥4
¢+ | Coordination for youth gatherings ) L) G | £
¢) | Coordination for Hajj & Umrah trips 5 yanll g all EBla ) Gausi | €)
¢€Y | Conducting competitions Alaliadl Jae | £Y
¢€Y | Activating of da'wah Praying places geeall lliad) Jumdt | £V
¢¢ | Participation of Da'wah exhibitions and camps ladal g e all (o jlaall 84S L) | g€
¢0 | Coordination for the youth meetings L) daa Gawdi | g0
€1 | Shops & commercial areas Visitation o kel a5 L | €1
¢V | Beaches & cafes visitation Al g e L il 5 5L | gy
¢A | Bachelors accommodations visitation el Sas,by | EA
€4 | Prisons visitation Ol 3L | €9
©+ | Hospitals visitation Glaiiad 5,45 | o
©) | Da'wah Mobile Program s dal | o
oY | New Muslims follow up Cndigd)) Aalia | oY
Administration Dept duties: g Y sidl 3y Jlas
°Y | Administration affairs department I,y oAl sy | o
ot | Files archiving il das f | oY
eo | Government relations TaasSall i gall Cudas | oY
©1 | Reviewing of Internal regulations & bylaws a1l a5 0 gl Axa) ye | O
oY | Preparing of duties procedures Jlee S el oYl Jee | 00
©A | Preparing for plans and budgets bl aal) g akadl) Jee | 0%
°4 | Preparing organizational structures and aims and algal) s Cilaa¥y) g dadanl) JSLgl) Jee | OV
objectives and tasks
T Qfﬁce secretgriats Management and resolutions ) A daglia s il alaa A5 S )y | OA
implementation follow up
Finance Department duties: Al ¢y il Jasd
1Y | Donation collection areas support Sle il aen &l ga 321le 09
1Y | Computer data input Y nlall clily Jiy T




CISHL e gl Jlee ¥ Aoild R._2
1Y | Monthly deduction program el g Uasiny) T
1¢ | Da'wah programs marketing 3ol el 5 (B g 1Y
1¢ | Financial auditing and reviewing of statements b IS Aral o5 L) 3 Ty
11| Creating and developing of financial income AL 3 sl ekt g alay T ¢
1V | Caring for donors welfare Cre il g cpualadiondly 3kl qo
Computer Dept Duties: :gﬂ\ ladl 3419 Jlesi
1A | Computer maintenance Gladall &lpa | 0
14 | Networks programming s daa p | Y
Y+ | Software preparation e dae) | A
V) | Maintenance of cameras, fax machines and printers gl (S 5y gl T laa | 19
Education and training Dept Duties tn skl g il 30 Jlesi
YY | Teaching Arabic language to non speakers Lo clalil il Ay yall Al et |V
VY | Teaching English language to non speakers Lew Gl jad 4 Sl el ol |V
V¢ | Teaching Islamic studies courses de e guod | VY
Yo | Conducting computer courses & s Gy daly | vy
Y1 | Conducting management development courses @Y sk 0 A | v
VY | Conducting of educational and social courses gy aelan) @iy | vo
YA | Courses supervision and follow up Leaglia g <l ysall e il iy | s
Y4 | Data input in the database Gl sl 8 clily Ay | vy
Support Services Dept Duties Bailesal) claadd) 5 )4 Jlasi
A+ | Stores organizing & management e gioadd 59 5 i | YA
AY | Transportation management EDal sall 5l 5 adas | V4
AY | Vehicles maintenance follow up Gl jlnd) s daglia | A
AY | Existing projects follow up Al alaall daia | AN
At | Procurements and requests provision for the programs el Ly el i) g | AY
Ao | Periodical maintenance for the office and Masjid dnasall g Kall (33 pal Ay eall Blpall e il i) | AY
utilities supervision
A% | Transporting Daees to Da'wah sites 53 ol ga Y sl Juasi | Af
Av | Transporting the expatriates to the office Sl Y cpseaad) Ji | Ao
expatriates guidance Dept Duties: relllad) & i 5 ) Jlas
AA | Expatriate guidance dept Gl e s5 0 | A
A% | Da'wah sections dept ssedll dldl sl | AY
4+ | Daees preparation, development and follow up of their reports b i dafia s aglaligsleall ook | AA
4Y | Temporary programs supervision (Break fasting tent) (Slmnl) asiall) Jio digal) mal ) Ao il 21| AQ
qy | Carrying out field studies & statistics Clibany s ol ol Jas | 40
qy | Da'wah programs reports study and analyses Ledda s Ay seal) ool 5l Al 0 | 4Y
q¢ | Preparing of sections and programs procedures el s Al el jal dae | 98
40 | Library organization and management L)) 5 A4Sl apdasi | 90
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a4 | Connecting to other Da'wah organizations and follow up for lelee (35 5 a8 dadia s Ay seal) Cilsnsal Layy | 4%
their report and paper works
Expatriates Da'wah Coordinator: U MEN g BPRTRPE WPl |
1Y | Urdu language coordinator 5, ) ARl Qv
4A | English language coordinator 2 ulay) ARl s QA
44 | Tamil language coordinator Al el Guda 49
V++ | Malayalam language coordinator Allall 4l Suia | Ve
Y+) | Bushto language coordinator 1) ARl e Vo
V+Y | Turkish language coordinator L€ 5 Rl s VoY
V+Y | Bangali language coordinator Al 4l yop
V+€ | Sinhala language coordinator Ml Zall s Vot
V+o | Tagalog language coordinator o sl Al g \.o
V+1 | Indonesian language coordinator L i) Al G yaq
Y+¥ | Chinese language coordinator igiall 42l G Yoy
Y+A | Hindi language coordinator Ligd aall o VoA
Y+ | Nepali language coordinator PRI TLIE V.4
B- (Research & Translation Dept Duties) (lu Al g uansl) ?4-43 dl.a:-i) -@
VY« | Translation of materials from Arabic to other languages GOAY) clalll U Ay el A&l e d e dan i | VY
YV | Translation of materials from other languages to Arabic Aapad) Bl Y s AY) Gl e S sadaa i | V)
VY | Reviewing of the translated materials ARl Fea fie 3 50 daal ya | )Y
VY | Reviewing of Islamic materials in Arabic el Gl e 5 3 gedaal ya | VY
V)¢ | Linguistic auditing in Arabic and other languages AV Rl el o all s | VY £
VYo | Writing and publishing of Islamic materials Lo 58 0 se ol sl | VYo
V)7 | Daees work supervision in regards to research and translation | 3110 daia g faa i 5 Gl (ady Ladsleall Jleel e il a1 | V)1
and follow up of the plan
VY | Preparing materials and publications for printing and the e lall U jpeat s Lefia s e sulaall y dellal) dadia | Y)Y
printing press.
VYA | Filling research and translation database Aaa il 5 an) il 5208 x| ) ) A
yyq | Follow up of the publications inside the kingdom from all the aaad s S maen (o ASLaally e gplaal) (oSH il 50l Aalia | 114
offices and all languages
el
C- (Muslims Section Dept Duties) (Aalacal) Ll and dwi) -z
YY+ | Conducting of Lectures and classes Gl pualan s a0 £l \Y.
YYY | Giving out Friday sermon (Khutbah) foeall ilad o1 YV
VYY | Preparing Friday sermon (Khutbah) Jaaall abd dae) 'YY
VYY | Field visitation Llae L) \YY
VY& | Recreational programs preparation Lo 53 el o Sl VY ¢
AL Participation in carrying out the programs ) 2 3 dealiad) \Yo
YY1 | Da'wah Courses Preparation Ll 50 dae) yYR
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VYV | Hajj & Umrah Programs supervision 8 yandl 5 all e Gl Y YV
VYA | Participation in Hajj & Umrah Programs 5 yaall 5 all EBa 84S L) YYA
VY4 | Section supervision & management @) 5 ) e Gl aY) YY4
V¥+ | Conducting of kids program Jlalsu =l Al YV
YY) | Preparing of Da'wah magazines and articles CNE 5 3 seall cal Jae 17
YYY | Participating in Electronic Da'wah Iyt iKY 5 seall 8 daalusall YTV
D- (New Muslims Section) (22 Gpalesal) and Jlas) -2
YYY | Participation in New Muslims Visitation 23l Caabiaall 35l & AS LD | VYT
V¥¢ | Conducting basic courses for New Muslims ol el ¢l ol ALlE) | YYE
\¥e | Corresponding with those who went out of the province and pere ol sill 5 Aalaiall = Hla ) sa & ) ALl e | VYO
keeping in touch with them
V¥ | Conducting quiz competition for them ped A Caluall Jae | VYR
\YVY | Participating in doing picnic programs for them aed Lo ) el Jae B AS LA | Y YY
\YA | Participating in Friday program Laan) og mali (A AS LA | VYA
yvq | Follow up of the best among them and conducting programs o) duals zal gy Jas 5 pgie Cp paiall dalia [ V¥
for them.
Y€+ | New Muslim's data input in the database Gl sacld 8 dalall clagleall Jaa) | YV £
V€Y | New Muslim's transportation to and from the Office Sl Y5 e daa) psalisall i | ) )
V£Y | Collecting the Fatawas related to New Muslim's in one anl g alae 820l Gaalusall (ads A gl pen | ) £Y
volume. ) )
E- (Non Muslims section): 1(Opalaal) g 303 anid Jles)
VY | Conducting Lectures and symposiums <l gail) g o pealaall dal) | VEY
V€& | Participating in Field visitations and Individual Da'wah in Ll 5 e al g ekl dglud) c L) S lad) | Ve
Camps )
V¢o | Participating in Da'wah Vehicle Beeall 5kl 8 dealudl | Y E0
V€7 | Participating Da'wah in the commercial shops and malls el edadl a5 el 84S L) v
V€V | Participating in Hospital visitation cldiaall ¢ ) A4S Ll | VY
V€A | Participating in Prisons visitation sl by AAS L | YEA
V¢4 | Conducting of sports tournaments and taking part in it Lot 48 5Ll 5 dcaly ) il ol Jae | V€4
Yo+ | Organizing competitions il alan | Vo
Vo) | Participating in trips Dl AL yo)
VoY | Keeping in touch with Daees of the section in all languages Clalll pen b Galsddl s sled g Jual i) | VoY
VoY | Counting and organizing audio, video and reading Da'wah Lenliadl 5o g i o A giSa o e samse (go dysedll 3 sl adaliy jean | VoY
materials suitable for non Muslims and other sects )
) maady (palisall yal
Yof | Developing the daees working in the field of Non Muslim won IS s 5 osaiadd) Lt 500 Jlae b olaladl sledll ks | Vot
Da'wah and equipping the m with everything i
Yoo | Participating in Da'wah camps Beeal cladall BAS LA | Yoo
Vel | Collecting the Fatawas and verdicts related to Non yor

aaly Cilga b gpaluaall e ge dalaill s ) s Sl an
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| Muslim's in one volume. |

Office Branches Duties: 16 5 AN Jlas
VoY | Supervising of the works of the branches of the Office and Leinlia s i€l ¢ 58 el e Gl ,ay) | Yoy
follow up (in the main office
P ) (s o)
VoA | Working in the branch and following up of the plans in S e (il Lglalad dalia s g sl Jasd) | Y 0A
coordination with the main office
Vo4 | Conducting Da'wah programs in the branches g il el md ) Al | Yoq
Ladies Branch Duties: Al sty Jleed
Y1+ | Visitation of women workplace and clubs el g Jeladi s )by | V1.
V1Y | Coordinating for Lectures and classes Gosodll s ) pumlaall GGt | V1)
V1Y | Conducting of Lectures and Lectures and classes Casoall s Gl pualaall el VY
V1Y | Hospitals and prisons visitation sl 5 o) 305 | V1Y
V¢ | Coordinating for recreational programs g0 gl o | 11
V1o | Coordinating for families programs Al gl ot | 170
Y11 | Coordinating for cultural programs AR e ) o | 117
V1V | Participating in break fasting programs cpiball Ul el b ASLad) | V1Y
V1A | Distributing books, cassettes and gifts Wael s €l s a1 s [ V1A
V19 | Preparing of articles and ladies magazines Al el s eV Jae) | 119
YV« | Conducting of computer courses S sl @y il | Yy
YV | Conducting of cookery & cuisine courses gl il [ Yy
YVYY | Conducting of courses in cosmetology Baatll (8 <l 0 el |V VY
YVY | Conducting English language courses Lalay) ARl <0 A | Y VY
YV¢ | Conducting Arabic courses for non speakers of Arabic Lew bl il Ly el Zalll g0 Al | VYV
language
YYe | Conducting Qur'an courses A SN ) il s Ay | Yo
YY1 | Participating in women's exhibition Al (el 84S Lad) | YV
VYV | Coordinating for charitable dishes il L) Gt | Y VY
VYA | Organizing and management of membership system A pmall A5l 5 wilis | VA
VY4 | Follow up of ladies converts sl el dadtie | 1V4
YA+ | Conducting management courses I,lay) sl AdE | YA
Library Section Dept: sl and Jlasi
YAY | Library section management oSl asds iy | VAN
VAY | Providing new materials such as audio, video and reading Ll aans G ganse 5 4 05 86 5 j0e (o Bl Jsall i | VAY
materials in all language
YAY | Preparing materials for programs and consignments LY 5 el ol 9 el Saead | VAT
YAt | Follow up of the books in the library that is reviewed and PN Yy Leidn s Lina) pe cadi l Aal b ) (oKl dagie |V AE
auditing them first with research and translation dept . T
YAe | Preparing database for the Da'wah materials in all tlSa b aa s L Al pens dysedll 3 pall iy s2elE Jee | VAO
languages that is found in the Kingdom - - L
YA | Filling the library section database s and iy sacli At | VAT




