MANAGING YOUR ORGANISATION
PROFILE ON VOLUNTEER CONNECT

CROYDON

Developed by CVA Volunteer Centre
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HELLO EVERYONE!

It is fantastic that you have decide to manage
your own profile on Volunteer Connect
Croydon. Over the next few pages you will find

some helpful guides on how to get the most out

of the system.

Karen Chillman - Head of Volunteering

This guidance is for organisation registered with CVVA Volunteer Centre




TOPICS COVERED

MANAGING YOUR MANAGING AND MATCHING
ORGANISATION PROFILE VOLUNTEERS TO YOUR

AND VOLUNTEERING ROLES ROLE
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Follow the link provided https://rb.gy/6kpwbn

Sign Lip
LT e
Organisation Login '
If you have any queries, problems logging in, please call the Simply Connect support team at e
Volunteer Centre Croydon on 0208 253 7070 or email volurteer@ovalive org.uk
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Fig. 1 Select register Fig.2 Complete the sign up

Fill in page one (Sign Up) of the registration form

Starting from the organisation login page, click . ] .
5 5 i pas with the users’ details and click save.


https://rb.gy/6kpwbn
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On the next page we will search for our organisation. After selecting the organisation, the remainder of the
In the organisation dropdown, key in the first 3 letters of form will populate with the selected organisations’
the organisation and the dropdown will populate with details.
matching organisations, I'm looking for Andrew Vol Org Qomieton_
so I select this from the list s e
Bulill‘:i:glmj]djn;:
Organisation
and x House Number (if the address does not have a number please enter space or 0)*
Andrew Test Organisation
Andrew Vol Org
Sandra Org =
test mandatory fields S
Town

new town

Scroll to the bottom of the page and click save, an on screen message will inform the user that the
registration has saved correctly, and everything will be visible in the core database for approval
in the usual way.

Details Saved

Your organisation details have been saved.

Your details are now awaiting approval by the Volunteer Centre.

You will receive an email once you have been approved Follnwmg this, you will be able to add your volunteenng roles and view the

Volunteer Bank, to invite volunteers to apply for your roles
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. W Volunteer About Simply Connect

o w ¥ Folon
simply
connect

EditProfile  Manage Roles  Manage Violunteers Signed in as Mary Lawrence  LogOut  Change Password

You have 1 live volunteer roles that will expire in the next 14 days

Manage Volunteers Dashboard m

Managing Volunteers video (updated July 2022)

Now you are logged in you will be able to edit your organisations via Edit Profile,
Manage Roles and Manage Volunteers



Edit Profile

Once logged in please check information
on your organisation profile and this
forms part of the search when
volunteers are looking for roles.
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Volunteer About Simply Connect

&J éw Follow
simply
conneck

.t mmglﬂaﬂaﬂwﬂ Manage Volunteers Signed in as Mary Lawrence  LogOut  Change Password  Simply Connect Croydon

Organisation Profile

House Mumber (if the address does not have a number please enter space or 0)*
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Managing roles allows you to manage existing roles as -~ -~
well as the opportunity to Add Roles. - :

Managing your roles

If you add a role or make changes to an existing role, these
will only go live after they have been approved by a ruenties
member of Volunteer Centre Croydon. We aim to approve et | Dervin prory prwecrgy e

Community Asa Community Engagement Volunteer at Croydon

changes within 48hrs although this may be a little longer Erosgmra | Vol cion CUA el oy scrclrolen | 120 0y /00 s v

expanding our reach and impact within the

Y ... o-.. [ P o
over weekends and bank holidays. T

Team Croydon emergencies * Vaccination stewards » Festivals «
Events Volunteer Cultural events/ Black History Month/Armed Forces | 18/08/2022 | 17/08/2024 | Yes
Show Detalls Day » Sports Event,Fun Day » Awards ceremonies »
Chanty AGM's

When adding a new role or amending an existing one it is tenmaton |l tahreemym oo | /0872120 | 23067228 | Y

. . . of the widler Croydon community?
vital that you complete all sections and adding as much | cemmmmiatiendesio

upport (Database) what is going en in your community, Do you also have 05/03/2019 | 20/03/2025 | Yes

relative information as possible. Failure to do so may e et
result in the role not being approved or slowing down the ot
appl"OVal prOCGSS_ Past Roles

These roles have passed the advert end date or have been closed.

Role Title Description Advert Start Adhvert End Liva

Booking and Venue This is 3 fantastic opportunity for anyone interested in

If you have filled a role and need it to be closed you can do HeSwrer | ngboking s, mcicg dprovdngl | 19/08/2023 | 25/02/2024 | Mo

Show Detalls. class customer service

Supporting those who have been experiencing

=
this by ticking the closed button. SRR i s et U e P

face-to-face support.
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Manage Volunteers

In this section you will be able to view and update the following:

-Volunteers in Progress

-Volunteers matched to your roles — Volunteers you can invite to apply for your roles.
-Volunteers Who Have Started a Role

-Volunteer Archive




Volunteers in Progress

This section provides yvou with a list of
potential volunteers who have registered
an interest in one of your volunteering
roles.

Volunteers Name - when you select the
name you will see more information about
the volunteer. If the volunteer is suitable
use the message section to provide details
on how they can register directly with
your organisation. However, if you do not
think the volunteer is suitable you can
remove them from applying for the role.

Volunteers In Progress

The headings can be searched using the filter. To clear a search click the CLEAR button.

Te update a record click EDIT and click SAVE.

To view a volunteers profile click the velunteers name.

TO CLEAR UNSUITABLE VOLUNTEERS, edit status to "Mot Processed” (the volunteer will not be sentan email).

uuuuu teers T Role T Postcode T | Status T Profile
Marme
. My name -nd
Adrinistration Recistered am looking t
egistere am locking to
Interest volunteer. | am.... Read

[Database)

Administration Recistered
egistere
. Suppest CRO In::rest
[Database)

Invite volunteer to apply for: Administration Support (Database)

more...

lam a positive individual
who enjoys working
alongside people who
wants to make a
difference in_.._ Read

Please include information on how volunteers can progress to volunteering with you, e.g. links to your website or further contact information

Message To Volunteer

Disassociate this volunteer from this opportunity
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T Moteslpleasedonotadd V| LastEdited 1



Volunteers in Progress Cont’d

Role - this will tell you which role they have registered an interest in.
Postcode - you will see the 1st part of their postcode

Status - By selecting the Edit button you will be able to update the
volunteers’ profile. This is extremely useful tool that enables you to manage
the recruitment process on the volunteer platform

Profile - This is the general information that the volunteer has written
about themselves, this does not show information like skills etc.

Notes (please do not add confidential info) — this provides vou with the
opportunity to leave notes and is ideal for organisation that have more than
1 person accessing volunteer connect

Last Edited - this provides you with the date the profile was last edited
Started Volunteering - record the date the volunteer starts with you
Finished Volunteering - record when the volunteer leaves

Volunteer Hours (per week) — record how many hours a volunteer gives on
a weekly basis
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Volunteers matched to your roles - croydonvoluntaryaction

Volunteers you can invite to apply for your roles

These are volunteers matched to your opportunities by activities and availability.

These volunteers have engaged with volunteering in the last 2 years (e.g. signed up for volunteering,
registered in a role, started a role etc.)

Volunteers matched to your roles — Volunteers you can invite to apply for your roles. o

Click on the volunteers name to read their profile or invite them to apply.
The headings can be searched using the filter. To clear a search click the CLEAR button.

Rale T Volunteers Mame Y| Postien... T Profile

¥ Volunteer Skills ¥ DateVolunteer T Date last registered Y
Registered . interest in a role

Administration Support | have excellent administrative skills and substantial administrative Admin, Customer Service, IT Skills - _

CRO _ . . 01/05,/2024 1070172007
[Database) expenence. lam also.... Read more... ood, Organising & Planning
Volunteer Buddy - Learni

olunieer Buddy - Leaming ‘ er0 Read more... Art & Craft, Photography 01/05/2024

Disabilites

Similar to volunteers in progress with the added value of volunteer skills.

This provides vou with a list of skills that the volunteer states they have and is matched to the skills you have
stated you require within the volunteering role



0 /0
' :
Volunteers who have started /-tA

croydonvoluntaryaction

The headings can be searched using the filter. To clear a search click the CLEAR button.
To update a record click EDIT and click SAVE

Woluntesrs T Role T Posteode T | Status T | Profile T Motes (please do not sdd T Last Edited T Started T Finished YT VolunteerHours T
Mame 7 confidential info) Volunteering Volunteering [Fr

Administration

, C CR7 Started years of age. | am a very 07/07/2022 | 10/02/2022 4

[Database) easy-going person who
i5.... Read more...

|l am an English

Literature graduate from
Creati the University of
. ) ve a2 Started S 07/07/2022 | 21/11/202]
Content Editor Southampton and | am

very interested to._._.

In this section you can record additional details of the progress of the volunteer including:
e Start date
e Finish date
e Hours per week
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Volunteer Archive 4 i

i’ Volunteer Archive

A log of volunteers that have not been processed or have finished their volunteer placement

Volunteer will be moved to this area if any of the following apply:

The volunteer declines a role that you have suggested they might be interested in (using the matching system)
If they finish volunteering with you as long as you keep their record up to date on the system.

If yvou have any questions and require support please do not hesitate
to get in touch, we will be happy to help

CVA Volunteer Centre
Team Croydon Shop
Centrale Shopping Centre, North End CRo 1TY
02082537070 volunteer@cvalive.org.uk
www.cvalive.org.uk/volunteering

Mary Lawrence -
New Routes Projects Manager



