
Introduction

Welcome to Volunteer Glasgow. We are here to help you
promote your volunteering opportunities and ensure you
can reach out and connect with the volunteers you need.

We are constantly working to find ways to make it as easy
as possible for the charities, community groups and social
enterprises we work with, to promote their volunteering
opportunities to a wider audience.

Our digital advertising platform enables organisations to
set up an account so that they can create and manage
volunteering opportunities online.

Once Volunteer Glasgow staff have checked that all the
required information is included in your opportunity, we
will publish it to our website, promote it via our various
social media channels and our “Latest  Opportunity”
blog.

All you have to do then is sit back and wait for emails
from potential volunteers, so that you can take them
through the next steps of your recruitment process.

This step-by-step guide is designed to help you to set up
your  online account, develop a high-quality role
description and  promote your opportunities via
opportunities.volunteerglasgow.org

It is very important that you use this Guide when creating
your opportunities as it will enable the team here at
Volunteer Glasgow to get them online as quickly as
possible.
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Getting Started

Google Chrome is the optimum browser for use with the system.
First go to Volunteer Glasgow’s website: www.volunteerglasgow.org
The website opens on this page. Click on the box “Need
Volunteers?”

It will take you to the Advertising Page with useful information about
advertising with Volunteer Glasgow.
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Creating an Account

Near the bottom of this page you will find a link to this document, “The
Volunteer Glasgow Digital Advertising Services Guide”, and a link to the
advertising system.
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Clicking on the link to “Open up the app” will take you to this page,
where you should click on the “Need Volunteers” button.

We would strongly suggest bookmarking this page to avoid going
through the above steps every time you need to access the advertising
system. When you are registered you can access this page,click on the
“Login” tab and select “Opportunity Provider”.

Initially you will be taken to the page below where you should input all
your details. Please note there is only one email address per account so
choose the most appropriate. Account details can be edited if needed at a
later date.
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Just in case you aren’t sure, here’s an example of how to complete this
part of your organisation’s registration:

Opportunity Name

The Best Project

Contact Name

Maggie May

Contact Email Address

maggie@thebestproject.org

Contact Number

0141 123 4567

Enter postcode then hit search to find the address

G2 6LU or you can enter this manually

Organisation Sector

Choose one from the drop-down menu

Organisation Type

Choose one from the drop-down menu

If other, please describe

If you choose “other”, how would you describe your organisation?

Charity No. (if applicable)

SC012345

Password

Create a password for your account (make a note of it because you will need it to login).Passwords
must be a minimum of 6 characters and contain at least one number and one capital.

Opt in to receive marketing emails

Choose “Yes” or “No” - this will be emails from the system developers regarding updates and news.
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You will now be sent an automatic email instructing you to click on a link
to verify your email address, similar to the one below.

Clicking the link in this email will take you to a login screen, where you
can enter your email address and password to access your Provider
profile page.
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…and that’s it! You are now registered and able to upload your
opportunities to Volunteer Glasgow’s website.

Your Profile Page
After logging in, you’ll be redirected to your Provider “Summary” Page.
The first thing you should now do is complete your Public Profile. Click
on “Account” and “Public Profile” to access and edit your profile.

Your Public Profile is the page that potential volunteers will see when
they click on your organisation to find out more, so it’s important to make
it as inviting and informative as possible.

Add a “Profile Image” - this could be your logo or perhaps a picture of
your volunteers (with permission given of course). The ideal size for this
image is 1380 by 335 pixels, but you will be able to drag the image when
uploaded to select the best configuration.

8



Make sure to click “SAVE” when you’re happy with how your Profile
Image looks.

Next, complete your “Profile Text” by telling everyone about your
project. Here’s an example written by Volunteer Glasgow staff for our
Young Person’s Befriending Service:

Again, don’t forget to click “SAVE”.

You can preview your profile and see how it would look to a potential
volunteer too.
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Creating Your Opportunity
Time to start uploading your opportunities.

To create your opportunity, click “Opportunities” on the top bar, then
“Create Opportunity”.

You will now be guided through a series of pages where you will be
asked to fill in information about your volunteering opportunity.
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This is where you will advertise your role to potential volunteers so it’s
crucial that you include as much as useful information as possible and
really sell the benefits to the volunteer.

In order to help you, the following pages include an example opportunity
created by Volunteer Glasgow, as well as some hints and tips as to how
to get the most from your advert.

Opportunity Name

Welcome Team Member

Note: keep your opportunity title short – and no need to include the word ‘volunteer’
in it. Everything on our website is a volunteering role.

Opportunity Description: (this is where you tell everyone how great your project is
and why they should choose your role to give their time to).

Briefly what is your org and what the role is… Volunteer Glasgow is the Centre for
Volunteering in the City. As part of the Welcome Team at Volunteer Glasgow you
would be the first point of contact.

Expand on these details to give people a clearer picture of the role is: Your role would
be to support the Reception service to be effective and efficient, welcoming visitors
and requesting basic details, then highlighting to the relevant member of the team
who will then advise on volunteering.

This would suit someone who is reliable and a good communicator with a
sensitive/anti-discriminatory approach. We receive a wide range of people including
general public, local project workers and potential volunteers sometimes with support
needs.As well as being a busy friendly environment this opportunity will also provide
the volunteer with experience and skills valuable to employers and an insight on how
day to day a reception operates.

Full induction will be provided for the role with ongoing support meetings.

Let people know when the role happens: The role will be on a Tuesday, Wednesday
or Thursday, in the morning or afternoon. There are rota times of 9:30am-1pm or
1pm- 4:30. Short breaks can be taken during this time as well as plenty of tea, coffee
and biscuits!

Please include this paragraph: If you are interested in applying for this opportunity
please click ‘Apply’ bottom below (available if registered and logged in). We will reply
to your email within 5 working days when we will arrange to meet you for an informal
chat. If you have not heard from us within this time, please contact Volunteer
Glasgow.
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Benefits & Perks (examples of the benefits volunteers will gain in your role)

Full induction and appropriate training will be provided for the role, with ongoing support
meetings. From time-to-time, take part in one-off events happening all over the city. As
much tea and coffee as you can drink, as well as biscuits or cakes. Be part of a friendly
supportive team. Gain real skills and knowledge of reception and office work.

Skills Required (what do they need to know? What attributes should they have?)

No previous experience required, ideally will have some basic computer skills but full
induction and support will be provided.

What category best describes this opportunity

Choose from the drop down menu – this opportunity will be classed as “Admin/Office
Work.”

Search Tags

It’s important to add activity tags as it will help your opportunity to come up in different
searches.

Just type in the box provided and click the plus sign at the end of it. The tags will appear in
the space below. This opportunity has the following tags: *Reception, *Welcome Team, *IT
Skills, *Community,*Volunteering.

You can tag your area within the city, for example; Partick, Southside, Dennistoun.

Or perhaps when the role happens, i.e. weekends, office hours, evenings, one-off.

Anything that you think will make it easier for someone to find your role! Any word that is on
the advert will be picked up already so only use words in the tags that are different.

On the next page you’ll be asked to add your “opportunity image”.
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You may want to use your logo or you could use an image including
volunteers or service users. This will be the first thing a potential
volunteer sees when scrolling through our website, so make it count!

You will now be asked “Where is your opportunity based”?

If the opportunity can be done remotely, or by a volunteer at home, select
“IT’S A HOME OPPORTUNITY.”

If the opportunity is based in a specific location, or across a certain area
select “PICK THE LOCATION”.
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Also included on this page is a section on “Travel information”.
Travel Information

Please provide as much information as possible regarding public transport links to your
location and the availability of any parking.

EXAMPLE: Volunteer Glasgow has no parking facilities and City Centre parking is very
expensive and in limited supply. Our office is based in Brunswick House on Wilson Street.
Bus Numbers 60, 61, 38, 75 are just a few of the buses that run from all over the City into
Glasgow City Centre. Glasgow Central Station is a 15 minute walk away, and St Enoch
Street Subway Station is just 10 minutes away. From time to time volunteers will be asked
to participate in events outside of the office. On these occasions full travel information will
be provided.

You’ll only have one option on the next page: “CREATE A FULLY
MANAGED OPPORTUNITY”. Don’t worry too much about this as you’ll
find out more about this over the next few pages.

On the following page: “Opportunity Application Process”, ignore “Role
Required”.
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Under “Do volunteers need to apply first” we would suggest selecting
the “Yes, volunteers can apply but must be approved before
joining.” option. (There are the odd exceptions when “No” can be
selected for one off events and people can appear on the day).

Choosing “Yes” under “Ask for experience” will require volunteers to
submit some text along with their application detailing their experience
relevant to the role. It may be easier to choose “No” here, and to discuss
volunteer experience if you decide to proceed with their application.

You may want to check the box after “Send a customised email when
joining this opportunity”, and enter some details about the next stages
in your application process, or a bit of info on who will get back to the
applicant and when. However, this is not necessary.

Clicking through to the next page you’ll see this screen:

Most opportunities, we would advise that you select “Yes” at this point.
They may however be an occasion where you, for example, need
volunteers over a certain age, or of a particular gender i.e. to work with a
single-sex group.

Clicking “Yes” will provide the following options.
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Ignore “Maximum sessions” and “Must be linked to provider to join”.

After completing this section you’ll be directed to the next page.

Choose “Yes” or “No” from the drop-down menu.
Expenses Information

We reimburse expenses at public transport rates on production of valid tickets.

For more information on volunteer expenses, visit:
https://volunteerwiki.org.uk/wiki/Volunteer_Expenses

The following page on “Promoting and Sharing” will give you additional
options around who you would like your opportunity to be advertised to.

Hide this opportunity and make secret

Select “No”, unless you have only a specific group of people you would like to share this
opportunity with.

Is opportunity accessible

Select “Yes” if your venue specifically is accessible to wheelchair users.

Opportunity part of a larger event

Volunteer Glasgow will, on occasion, promote volunteering opportunities as part of a larger
campaign for example our “Boost Your Employability” programme. Select “Yes” to view
events, and decide if any are relevant to your opportunity.

Ignore “Share this opportunity to the LinkWide groups you belong
to?”
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Share with Volunteer Scotland and others through Scotland’s national
volunteering database (Milo)?

If you select “Yes” to this option, your opportunity will be added to the Volunteer Scotland
website. Any edits made on Volunteer Glasgow’s website to the opportunity after it is posted
will not be reflected in the Volunteer Scotland advert. However, if you close or delete the
opportunity, it will be removed from both sites.

If “Yes” is selected, complete the “Required MILO Information” section below.

Nearly there!

On the next screen, you will have the chance to “upload a document” to
be sent along to volunteers who have joined your opportunity. Please
note, only applicants who you have approved will be able to view this
document.

Skip through the next page “Post Opportunity Options”.

The final section of the opportunity upload process is to choose
“Opportunity Times and Sessions”.
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We recommend that you select “Flexible” for all your opportunities.
Even if your role  has set times.

The language of these options is confusing, but this will be the one to
choose for ongoing opportunities.

For one-off events you could consider other options. If you are unsure
let us know and we can discuss with you.

“Volunteers” is the maximum number of volunteers per session. This
automatically defaults to 10. This means, when 10 people have applied
or joined your opportunity, it will automatically stop further applications
and appear as full, preventing you from getting enough volunteers.

Therefore we advise that you set the number at 100. Not that you will
necessarily receive 100 registrations of interest but it is normal to have
a higher number of interest than of people actually starting the role.

The “Start date” should be the date you wish your opportunity to be
published.

The “End date” should reflect when the opportunity will finish. If it is
indefinite, it is still a good idea to set 6 months at the longest, so that it
can be reviewed and refreshed.

“Signup closes on” should be when you no longer want to receive
any further expressions of interest for your volunteering role. If you
expect to have ongoing volunteering opportunities and would like to
continue to receive emails from interested parties, you should put
the closing date 6 months in advance.

These dates appear on the website, so a role that has been there for
over a year can look a bit off-putting to potential volunteers.

The “Maximum Time” will be calculated from the dates you have
entered.
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NOW CLICK THE GREEN BUTTON MARKED “CREATE OPPORTUNITY”.

You have now successfully uploaded your volunteering opportunity
to Volunteer Glasgow’s digital platform!

A member of Volunteer Glasgow’s volunteering team will check your
opportunity and aim to publish it within 1 or 2 working days. A “Latest
Opportunity” blog will be created and sent out to everyone registered on
our website, and we will share your opportunity on social media. We also
promote roles to people at our drop in service.

If there are any mistakes or queries regarding your opportunity, you will
be contacted either by phone or email and asked to make the required
amendments before publication.

Applicants

With the boost to your role being promoted by us, you should receive
interest coming in within no time! It is important that you understand how
the next part works, so you can integrate it within your recruitment
processes, and give people a positive on-boarding experience.

When an individual uses our website to search for volunteering, they can
register for their own account. They can search for opportunities by
area, by using search terms (this is where the tags are key!) and by
selecting categories. If they want to apply for your opportunity they will
click the “Apply” button.

What happens next?

● You will receive an email to alert you of an application

● You will need to log into your account

● Select the relevant opportunity and the “Applicants” tab - here you will find
the names and details of people who are interested in your volunteering
opportunity.

● Go through your usual application process
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If both you and the volunteer are happy to proceed, you can move the
new applicant  to the “Volunteers” category by clicking on “Approve”. If
however, the role is not suitable for the volunteer, you can “Deny” their
application.

We would strongly advise that you make contact with an applicant
and provide appropriate feedback if necessary before declining an
application.

_____________________________________________________

For any more help and advice around advertising on our website,
please do not hesitate to contact us on:

Email: findvolunteers@volunteerglasgow.org

Tel: 0141 226 3431

__________________________________________________

20

mailto:findvolunteers@volunteerglasgow.org

