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Volunteering

How to manage your volunteering opportunities
This guide explains how to manage your volunteering opportunities in the NHS Volunteering
service.

Sign in to the NHS Volunteering service to access your account and follow the instructions in
this guide.

Author: NHS Volunteering Training and Support Team NHS Volunteering - A Workforce Service delivered by the NHSBSA


https://volunteering.england.nhs.uk/recruiter

Page 2 of 15

Contents

How to manage your volunteering OPPOIMUNItIES .....ovvvevurieiieeeiiiiiiiiieiiieieeeiiieeeeeiiieiieaeeeen, 1
Your NHS Volunteering Service dashboard .............ccceeiiiiieeiiiiiiiiiiiiiiciiiiiiiceiieiiiaee 3
View the details of a published liStiNg .........ccceeeiiiiiieeiiiiieeiiiiice e, 4
Manage a publiShed lIStING.......uuuuuiiiieie ittt ee e 5
e L W Y= 153 (T o TP PP 6
Check your answers before re-publishing your liSting .........oocveeviiieeiiieiiiieiiiieiiiieeeiiis 7
PreVIieW lISHNG .. ovv. ittt ettt eaiee 8
Your listing iS NOW re-publiSNed..........ouiiieeeiiiiiiiiiiiieeee ittt a e 9
VieW the lIVe NISHING ..ooeeeeniiiieeiiiii ettt ettt ettt ettt e e e eeiaeeees 10
View a printable application form for this lIStiNg ...........cevveeeeiiiiiiiiiiiiiieiieieiciieeiiieeee 11
ReUSE thiS lStING ..oeveeeuiiiieeeii ittt ettt ettt ettt ettt e e e 12
Reuse opportunity taSKIST . ... uuueee ittt 13
ClOSE the HSTING . ciieeeuiiiiee ettt ettt ettt e et ettt e e 14
VieW QPPICATION teuuiiiees ittt 15

Copyright: @ NHS Volunteering



Page 3 of 15

Your NHS Volunteering Service dashboard

This page explains how to use the NHS Volunteering dashboard.

NogakwdE

©

10.

11.

12.

Select the ‘NHS Volunteering’ logo to return to the dashboard.

Select the ‘Log out’ link to log out of your NHS Volunteering account.

Select the ‘Take our survey’ link to provide feedback on the service.

Select the ‘View your organisations details’ link to view your organisation details.
Select the ‘View your organisations opportunities’ link to view your opportunities.
Select the Advertise an opportunity button to create an advert.

In the Title field you can see the name and reference number of your opportunities.
The opportunity titles are links that you can use to complete draft listings and
manage published and closed listings.

The Date created field shows the date you first created the opportunity.

The Closing date field shows the closing date of your opportunity if there is one.
The Applications received field shows the number of applications submitted for this
opportunity. (Only if volunteers use the NHS Volunteering service to apply)

The Status field shows if the opportunity is in draft, published and currently live on
the NHS Volunteering site, or now closed.

Use the links at the bottom of the page to access help and support or view our terms
and conditions, Accessibility statement, Privacy policy and Cookies policy.

: Ot TEeCDIKK 10 NeID US ImDrove tris service Take o fo0e 2 new tab

NHS Volunteering

Your Dashboard

Your organisation is NHS Vol ing - Training and Support

evy tab

Your listings
Title Date created Closing date Applications received  Status

- 05Deember  Notprowided  Notstarted [Oat]

2024

OSDecember  31December 1 ==

2024 2024

01 October 2024 01 December 1 [Gosed |
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View the details of a published listing

Important: You should be signed into your NHS Volunteering account and currently on
‘Your Dashboard'.

To view a published listing, complete the following step:
1. Select the ‘Job title’ link of a published listing.

m Volunteering Log out

mcue your feedback to heip us improve this service. Take our survey (cpens in 8 new tab).

NHS Volunteering

Your Dashboard

With your dashboard you ¢an

« create new volunteer listings

 save draft listings to come back to later

« review applications for each of your opportunities

« edit certain details of your listing such as the closing date or application limit
« reuse a listing

= view your listings

» close live listings

Your organisation is NHS Volunteering - Training and Support

View your organisation’s getalls

r O

Qanisation’s opportunities (Opens in 3 new tab)

Your listings

Title Date created Closing date Applications received  Status
Walk and talk Volunteer 05 December Not provided Not started
05/11/24 2024

VZBSA2-38G-7G5

Walk and talk Volunteer 05 December 31 December 1 | Published |
R 05/1124 2024 2024

VZBSA2-V3K-YT2

Walk And Talk Volunteer 07 November 01 December 1
071124 2024 2024

VZBSA2-4GE-3BR

Help and support Privacy © Crown copyright
Terms and conditions Cookies

Accessibility statement

You can also use the Job title link to complete a draft listing or view the details of a
closed listing.

Copyright: @ NHS Volunteering
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Manage a published listing

To view details or manage your listing, complete the following steps:

The URL of the listing on the NHS Volunteering website.

Select the ‘Edit live listing’ link.
Select the ‘View live listing’ link.

Select the 'Reuse this listing’ link.
Select the ‘Close the listing’ link.

©ooNogakrwWDNRE

10 Select a ‘View application’ link in the Application details field.

m Volunteering

The date the listing was published to the NHS Volunteering site.

Select the ‘View a printable application form for this listing’ link.

The Applicant field shows the applicants unique reference number.
The Date received field shows the date the application was submitted.

MG ve your feedback to help us improve this service. Take our survey (opens in a new tab).

< Go back

Listing reference number: VZBSA-7C3-HK3

Walk and talk volunteer

s Date published: 19 September 2024

Volunteer details will only be stored in accordance with our privacy policy

What you can do

Edit live listing
View live listing (opens in a new tab)

View a printable application form for this listing (opens in a new tab)

Reuse this listing
Close the listing

~lololsl

Your applications

s Listing URL: https://stage.nhs-volunteering.nhsbsa.net/volunteer/opportunity-listing/VZBSA-7C3-HK3

Applicant Date received Application details
V-8T76-D6N 19 September 2024 View application

=
Help and support Privacy © Crown copyright
Terms and conditions Cookies

Accessibility statement

Use the ‘Go back’ link at the top of the page to return to the dashboard.

Copyright: @ NHS Volunteering
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Edit alive listing

Important: Use the ‘How to create and publish a volunteering opportunity’ guide to find out
how to enter information in any section you are editing.

To edit a section, complete the following steps:

1. Select the link for the section you want to edit and then edit the information.
2. Select the ‘Check your answers and re-publish the listing’ link.

m Volunteering Log out

mﬁive your feedback to help us improve this service. Take our survey (opens in a new tab).
< Go back to dashboard
Reference number: VZBSA-DVC-MP2
You are now editing this live opportunity.
1. Setting up a listing
Edit the title
2. Edit an opportunity listing
Edit the search result preview
Edit the summary
Specify the person you are looking for
Edit the overview of the application process
Edit who will support the volunteer
Edit locations
Edit availability requirements
Edit the contact details
3. Select application settings
Decide how you want to receive applications
Edit the closing date
4. Update the listing
Check your answers and re-publish the listing

Copyright: @ NHS Volunteering
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Check your answers before re-publishing your listing

To use the check your answers page, complete the following steps:

1. Select the relevant ‘Change’ link to change the details of that section.

2. Select the ‘Preview listing’ link to view a preview of the advert.

3. Select the ‘Update listing’ link to re-publish the opportunity to the NHS Volunteering
site.

Volunteering L

us improve this service. Take

Re-publish the listing
Check your answers before re-publishing your listing

Listing set up

Title Walk and talk Volunteer 27062024 Change

Listing details

Search result preview Main responsibilities: to encourage people to take Change
part in walking activities around the site and help
them along the way.
Shifts are available from 8am to 1pm, Mondays to
Fridays

Summary You will support our mental health services team Change
with the running of the walk and talk activity
You will encourage people to take part in this
therapeutic and social activity. You will meet and
greet people as they arrive and direct walkers
along the designated route.

Person specification This opportunity will suit someone friendly, Change
approachable and enthusiastic
You don't need any previous experience,
qualifications or training. You should have good
people skills and enjoy the outdoors. You need to
be reliable and be good at time keeping

You need to be 16 or over to volunteer with us. N

Application process We'll get in touch with you when we review your Change
registration. This might take 2 weeks.
After that, we will book in a chat to get to know
you a bit more.

Who will support the Ward Manager
volunteer
Remote No Change
Location 1 152 PILGRIM STREET
NEWCASTLE UPON TYNE
NE1 65N
Location 2 STELLA HOUSE GOLDCREST WAY
NEWCASTLE UPON TYNE
NE15 8NY
Availability Shifts are available from 8am to 1pm, Mondays to Change
Fridays.
Contact details Contact: Wayne Liddle Change

Email address: wayne.liddle
Telephone number:

Application settings

How you want to receive Yes Change
applications

Application Limit Yes - 40 Change
Closing date 15 December 2024 Change

Before you update this listing

Check you are happy with the changes you have made to this live listing. After you update this listing any
existing content you had before will be replaced

=
- N
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Preview listing

Important: You will only see this page if you have chosen to preview the listing.
To use the preview listing page, complete the following steps:

1. View the details of the opportunity to make sure they are correct.
2. Select the ‘Update listing’ button to publish the opportunity.
3. Select the ‘Go back to tasklist’ link to return to the opportunity tasklist.

[WYIZE] votunteering Log out

< Go back

NHS Volunteering - test account -
updated Jen

Walk and talk Volunteer
27062024

The closing date for this opportunity is 15 December 2024,

Summary

You will support our mental health services team with the
running of the walk and talk activity

You will encourage people to take part in this therapeutic and
social activity. You will meet and greet people as they arrive
and direct walkers along the designated route

Am | the right person for this?

This opportunity will suit someone friendly, approachable and

enthusiastic

You don't need any previous experience, qualifications or
training. You should have good people skills and enjoy the
outdoors. You need o be reliable and be good at time
keeping

You need to be 16 or over to volunteer with us.

Useful information about the opportunity

Date posted 16 August 2024
Shifts available: Shifts are available from 8am to

1pm, Mondays to Fridays
Reference Number:  VZBSA-DVC-MP2

Role locations: 152 PILGRIM STREET
NEWCASTLE UPON TYNE
NE1 65N

STELLA HOUSE GOLDCREST WAY
NEWCASTLE UPON TYNE
NE15 8NY

Who will support Ward Manager
you

What happens after you register with us

We'll get in touch with you when we review your registration
This might take 2 weeks.

After that, we will book in a chat to get to know you a bit
more.

Update listing
\./

Go back to tasklist

Copyright: @ NHS Volunteering
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Your listing is now re-published

To view the listing on the NHS Volunteering site and manage the listing, complete the
following steps:

1. View the opportunity listing on the NHS Volunteering website by selecting the
‘Opportunity URL’ link.
2. Manage the listing and view any applications by selecting the ‘Job title’ link.

m Volunteering Log out

ISR Give your feedback to help us improve this service. Take our survey (opens in a new tab).
Listing re-published
Walk and Talk Volunteer
Reference number: VZBSA-575-8M)
https//stage nhs-volunteering.nhsbsa netivolunteer/opportunity-listing/\VZBSA-575-8M)
(opens in a new tab)
) <>
NHS Volunteering
With your dashboard you can:
* create new volunteer listings
« save draft listings to come back to later
= review applications for each of your opportunities
« edit certain details of your listing such as the closing date or application limit
* reuse a listing
* view your listings
 close live listings
Your organisation is NHS Volunteering - test account - updated Jen
View your organisation's details
View your organisation's opportunities (opens in a new tab)
Your listings
Title Date created Closing date Applications received  Status
24 April 2024 Not provided Not started
VZBSA-PFV-34G
Walk and Talk Volunteer 19 November Not provided 4 ===
=/ VZBSA-575-8M) 2024
Help and support Brivacy © Crown copyright
Terms and conditions Cookies
Accessibllity statement

You've re-published your opportunity and reached the end of this section.

Return to Manage a published listing page.

Copyright: @ NHS Volunteering
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View the live listing

Important: the live listing will open in a new tab. You can return to the listing details page by
selecting the correct tab on your browser.

To expand the details of the live listing, complete the following steps:

1. Select the ‘About’ link to see the details for your organisation. (Optional)
2. Select the ‘Who to contact if you have questions’ link to see the contact details
listed for this opportunity. (Optional)

INHSE

NHS Volunteering - test account -

Walk and talk volunteer

The closing date for this opportunity is 01 December 2024

The organisation may close this opportunity at any time based
on their needs

=

Summary

Am | the right person for this?

T

tunity will suit someone friendly, approachable and

You need to be 16 or over to volunteer with us.

Useful information about the opportunity
Date posted:

Shifts available:

Reference Number:

Role locations:

Who will support  Ward Manager
you

What happens after you apply for this opportunity

We'll get in touch with you when we review your registration

This m
After 00k in a chat to get to know you a bit
more.

o nd

Apply for this opportunity

Copyright: @ NHS Volunteering
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View a printable application form for this listing

Important: the printable application form will open in a new tab. You can return to the listing
details page by selecting the correct tab on your browser.

To print an application form:

1. Right click on the screen and select ‘Print’.
2. Follow your local processes to print the application.

Walk and talk Volunteer

..............................

.....................................

i BB

(YRS

Copyright: @ NHS Volunteering
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Reuse this listing

1. Select the ‘Go back’ link if you don’t want to reuse the listing. (Optional)
2. Select the ‘Reuse listing’ button to reuse the listing.

m Volunteering

Give your feedback to help us improve this service. Take our survey (opens in a new tab).

< Go back

Listing reference number: VZBSA-DTD-Y35

Reuse the Walk and talk
Volunteer listing

Reusing the listing will create a new listing using the same details.

You can still change any of the details before publishing the
opportunity.

Reuse listing
=

Help and support Privacy © Crown copyright
Terms and conditions Cookies

Accessibility statement

Copyright: @ NHS Volunteering
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Reuse opportunity tasklist

Important: You must complete the application settings sections before you can publish your
opportunity listing. You can make changes to all sections by selecting the relevant link.

NHSE

Reference number: VZBSA-7N6-2NK

Walk and talk Volunteer ==

You can save your progress and return to it later.

You need to complete all tasks before you can advertise your
opportunity.

1. Setting up a listing

Add a titl [

2. Create an opportunity listing

Add a search result preview
Add a summary
Specify the person you are looking for Completed
Add an overview of the application process
Add who will support the volunteer
Add location: [
Add availability requirements
Set the contaci details Completed
3. Select application settings
Decide how you want to receive applications [ Mot started |
Set a closing date [Not started |
4. Publish the listing
Check your answers [Cannot start yet |
==l
Help and support Privacy © Crown copyright
Terms and conditions Cookies
Accessibility statement

You can find out how to update and complete your opportunity in the ‘How to create and
publish a volunteering opportunity’ guide.

Return to the start of quide.

Copyright: @ NHS Volunteering
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Close the listing

Important: Once you close the listing, potential volunteers will no longer be able to see it
and you will need to create a new listing if you want to advertise the same opportunity.

To close the live listing, complete the following steps:

1. Select the ‘Go back’ link if you don’t want to close the listing. (Optional)

2. Tick check box to confirm you agree and understand that closing this listing will
remove it from the service.

3. Select the ‘Close listing’ button to close the listing.

m Volunteering

m Give your feedback to help us improve this service. Take our survey (opens in a new tab).

< Go back

Are you sure you want to
close this listing?

This will remove your listing from the service. Potential volunteers will
no longer see it.

You will need to create a new listing if you want to advertise the same
opportunity.

Agree to close this listing

| understand that closing this listing will remove it from the
~ service.

\_/w

Help and support Privacy @ Crown copyright
Terms and conditions Cookies

Accessibility statement

When you select the ‘Close listing’ button you will be returned to the listing details page
and a message confirming the listing is now closed will be displayed at the top of the page.

Copyright: @ NHS Volunteering
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View application

Important: Applications will only be available in NHS Volunteering if you have chosen to use
the service when creating the listing.

To use the View application page, complete the following steps:

1. Select the ‘Go back’ link to return to the listing details page.
2. Select the ‘Print this page’ button to print the details you can see on the screen.

m Volunteering Log out

< Go back

Reference number: V-XF8-DVC

Walk and talk Volunteer
application

Date received: 30 April 2024

0 This page includes the applicant's personal
information.

Name Wayne Liddle
Age Prefer not to say
Address 1 Street

Town

NE1 6SN

Email Address

Phone Number

Your availability every Thursday and Friday from 10 am to
1pm.

Support needed None

About you I have volunteered as a patient

companion at Newham University
Hospital for the past 5 years. | have
recently moved home and | would like to
continue volunteering in my new area.

Print this page
—/

Help and support Privacy. © Crown copyright
Terms and conditions Cookies

Accessibility statement

You've reached the end of this user guide.

Return to the start of quide.

Copyright: @ NHS Volunteering



