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To submit a volunteer opportunity, you will need to log in to our website,
www.volunteercentremanchester.co.uk

This can be done by either clicking on the login button to the left of the screen, or by
scrolling to the bottom of the page and selecting the Admin Area link.
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You will then be met with the User Account login screen. Enter your login details and you
will be directed to your dashboard. 

If you experience any problems signing in please contact the VCM team at
info@volunteercentremanchester.co.uk or on 0161 830 4770 and they will quickly
resolve the matter for you.

If you haven’t registered with Volunteer Centre Manchester, create your account using
this link: http://bit.ly/vcmcreateaccount

You will be asked to fill in a form to create your website login. Once you create your
account you will be automatically signed into the site. You will also receive an email
notification of your login details.
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Now that you are successfully logged in, you should see your dashboard (as seen below).

You will notice in the middle of the screen there are five boxes, each with a link to a
separate area of the website and offering you different options. 

To submit a volunteer opportunity you will need to click the box titled 'Add a
Volunteering Opportunity'. You may have also noticed the blue hyperlinks to the left of
the screen with the same options. This organisation menu will remain in the same
location no matter where you are on the website. 

The layout of your screen has now changed to a web form. 

Should you need any inspiration when writing your descriptions, we have provided a
good/ideal opportunity template that can be referred to. The link to this is located in the
introduction at the top the page.



The web form begins with basic information regarding your opportunity, such as title and
a short description. The description needs to be short, snappy and eye catching. Just a
couple of sentences so that volunteers want to know more about your opportunity
compared to all others.

The start and end date are based on the period in which want your opportunity to be live
on the website. Please be aware that once the end date elapses, your opportunity will be
archived. Once this happens it will no longer be visible to the public.

In the case that you would like to advertise your opportunity across Greater Manchester
areas, additional volunteer centre contact details can be found via the following link.



By entering the location and postcode of your opportunity we are able to include a
geoMap on to your advert, allowing volunteers to easily locate you as well as finding your
opportunities by performing searches based upon geographical areas.

At the moment, only a single postcode is able to be entered (in the postcode field
displayed below). If your opportunity is based across a number of locations, please enter
all additional postcodes in to the 'Description of the opportunity' field a little further down
the page. These additional postcodes will be included in any geo/keyword searches.

By providing an estimated time frame for when you require support, you are more likely
to attract volunteers who are readily available when needed. This also reduces the
chances of processing and interviewing applicants only to find they are unable to
volunteer when needed. 

To enter your required time frames simply tick the appropriate boxes shown below.



The form then asks how many volunteers you can take for this opportunity. This simply
means how many applications you'd like the role to be open to before it is automatically
closed or a waitlist option is triggered. You can contact Volunteer Centre Manchester to
alter this number at any time.

The description of the opportunity is your chance to provide a full and exciting summary
of your role. Try to include a little information on your organisation, what you need help
with and what the volunteers duties would be. By making your advert as exciting and
appealing as possible, the more interest it will attract.

Do you require any specific skills or qualifications for the position? If so, this is the place
to state what volunteers need to posses to be viable candidates.

Also this is a good place to inform volunteers of any training that you could provide
relating to this particuar role.



By selecting up to five appropriate 'Areas of Interest', your opportunity will be grouped by
category (Admin, Events, Virtual Volunteering etc as shown below). This will provide
volunteers with accurate search results and effective targeted marketing of
opportunities. 

For your opportunity to appear to the Volunteering Culture website in addition to the
Volunteer Centre Manchester website, you must tick yes for the box below.

Do you have any additional/specific suitability? For example would you like your
volunteers to be within a specific age range, is your opportunity open to corporate social
responsibility (CSR) or employer supported volunteering (ESV) etc? If so, please tick the
appropriate boxes.



Last of all, do you provide volunteer expenses, offer inductions, have Disabled access?
Tick which arrangements and other policies you have in place for volunteers at your
organisation.

We may contact you to discuss any gaps or see how we can support you with your
volunteer policies.

All that is left to do is review the information and your agreement, before saving. Once
you click the save button your opportunity will be received by Volunteer Centre
Manchester.

At this point, we do some checks over the role and may contact you for further
information. Once the role is approved, it will go live on the website and be visible to over
10,000 volunteers across Manchester. This opportunity will be included on the Volunteer
Centre website (and Volunteering Culture website if applicable) until the date selected
for it to expire.

If your role has expired, you can get in touch with us via email to re-activate it or to
extend a live opportunity. 

If at any time you require amendments to be made or any of your opportunities to be
withdrawn, please contact the Volunteer Centre Manchester team at
info@volunteercentremanchester.co.uk or on 0161 830 4770.
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