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Getting Started
Go to www.volunteernow.co.uk Click on ‘Organisations’ in the top menu and select ‘Volunteer Management’  If you already have an account simply log in.  If your organisation isn’t yet registered, click on ‘register now’.  And if you’re not sure, contact Volunteer Now and we can check for you.
· When you log in this will take you to the Be Collective platform.  Click on ‘Groups’ from the left hand column and select the one you want to add your opportunity to
· Click ‘manage’ under your group name

· Click on ‘opportunities’ and then ‘add new’

Note, at any time you can save your opportunity to continue editing at another time, or you can choose confirm at the final step of creating your opportunity

Before adding your opportunities, make sure you have requested a Partnership with Volunteer Now so that we can promote your opportunity on www.volunteernow.co.uk.  
To request a new Partnership, sign in to your account as above, and click ‘manage’ under your group name.  Then type the name of the group in the very top search bar, select ‘groups’ and then click on the group you wish to partner with.  At the far right hand side, click the 3 dots and then click ‘request partnership’.  You’ll receive an email alert back when your partnership has been accepted.  
You can request a Partnership with any group you wish – could they help promote your opportunity or maybe you have a similar interest, client group or set of values?  (To see who your group already has partnership with, click on ‘Partnerships’ in the top tool bar from your summary page)
DETAILS
Title of opportunity

An opportunity has to attract people's attention in just a few seconds.  As a potential volunteer scans the listing of opportunities following a search, they will click through for more information only if it looks interesting.
Use a descriptive, eye-catching title for the opportunity. Avoid generic opportunity titles such as 'Volunteer' or ‘Help needed’.   
Volunteer Role Description
This text is shown in the volunteer’s social record so keep it brief.  A short sentence about what the volunteer did in their role will do.
Promotional Text
This is where the actual details about the volunteer role goes.  The first few lines will be shown when the volunteer is searching for opportunities and then they will see the rest of the details when they click for more information.  Your first few words should be attention grabbing.
If your organisation pays travel / subsistence expenses, or has any other restrictions, please state in this section.
Location
Where the opportunity is taking place – if you do have a specific location make sure you add it as this is one of the search filters for volunteers.  You can either add a general location eg ‘Antrim’, or just the postcode, or you can add the full street address.   
If the opportunity doesn’t take place at a specific location, you can tick the ‘virtual’ box.

‘Additional location info’ – if your location is hard to find, or you want to describe a location, you can add further details in here eg ‘Our office is on the first floor just through the double doors’
Experience Gained
These fields are shown on the volunteer’s social profile.  Fields selected should only be relevant to the particular volunteering opportunity.  These are also used as one of the filters when volunteers are searching for opportunities.
Is this opportunity suitable for Children under 16
When a young person aged under 16 uses the opportunity search on www.volunteernow.co.uk they will only be shown opportunities suitable to them.  If your opportunity is suitable for younger volunteers you will be asked what your minimum age is, and if they need to be accompanied by an adult.
Contact Person
Who is the contact person for this opportunity? (Volunteers can see these contact details if they hover their cursor over the ‘contact’ when the opportunity is advertised on the site)
Causes
Make sure you add causes as they are used as one of the search filters.  You can add as many as you wish, but they should only be relevant to the specific opportunity.

Opportunity is suitable for…
Would your opportunity be suitable for large groups, for people with limited English, for wheelchair users, etc?  Make your selection from the drop down list.

Save and Continue
TYPE 
Does this opportunity take place at the same times each week, or is it a one off?
· One off task – for one off, don’t mind when it’s done
· Shifts – Add a recurring shift – use for opportunities that take place at the same time each week

· Shifts – Add Shift individually, assign shifts later -  use this for longer term regular opportunities with no set timings (eg drivers, befrienders etc when a volunteer might do one hour a week, another might do 2 hrs a fortnight etc.)  Then when the volunteer is accepted the Volunteer Co-ordinator can agree how many hours the volunteer is going to do, assigning them a either a recurring shift, date and time or a more sporadic pattern.
Please note, this section is used to calculate volunteer hours in the reporting function of the platform, and shows on the volunteer’s own record. 

Application Close date

Once your opportunity reaches its closing date it is taken off our website.

If it’s an ongoing opportunity, set your close date to 6 months from now.  You will be prompted towards this date to review your opportunity to check information is still current, and then you can update the closing date again.
If you have received a lot of volunteer registrations and want time to process them, you can close the opportunity and then to readvertise just change the date again.

Save and Continue
APPLICATION

There are standard applications to choose from in the left hand column, but you can adapt your application form to suit your needs – make sure you don’t ask the volunteer for more information than is necessary
· Click ‘customise’ – you can select basic templates from the left hand column or you can add any additional fields to your application form that you need

· Click ‘+New Field’ to add any fields

· To remove any fields, click in the relevant box and you’ll see the edit buttons

If you think you will use your customised application form for future volunteering roles, click ‘add to my forms’ at the bottom of the screen and give it a name.  This form will then be saved in ‘My Forms’ in the left hand column, and for future roles you can simply select it

Then click ‘save to opportunity’.

Automatically approve applications?

You would normally leave this set to no – maybe the only exceptions would be for a large event you are recruiting volunteers for and you don’t need to review each individual application.
Save and Continue

BRIEF

· Do you need to send your volunteers information before their volunteer role begins?  For example, you can remind them to wear suitable clothing, where your meeting place is, etc, 
· You can also attach any documents you wish to send to the volunteer – maps, expenses forms, specific role description, etc.

· Tell the system when you want to send the email.

· You can only have 1 brief active at a time.  

If, eg you were having an event and you’ve already sent out a brief a week before the event but needed to send another maybe the day before the event, you can change your brief and change the date to send.

Save and Continue

SHARE
Can everyone on Be Collective apply for this opportunity?  Normally set this to ‘yes’.  The only time you would click ‘no’ would be if you want to share your opportunity ONLY with your own group members.
Endorse –  Volunteer Now should show in your list of partners (if not, please let us know). If you want to have your opportunity displayed on www.volunteernow.co.uk make sure you tick the box to share with us. 
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